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Foreword

The purpose of this manual is to provide working-level procedures for entering, updating, revising and viewing
information in the Contractor Performance Assessment Reporting System (CPARS) Automated Information System
(AIS). Detailed requirements of the CPARS business process are contained in the applicable service CPARS
Guide. The AIS was developed to support the electronic processing Contractor Performance Automated Report
(CPAR) information.

This manual translates business process requirements into detailed step-by-step procedures for individuals utilizing
the automated CPARS process. This User Manual was prepared by Naval Sea Logistics Center Detachment
Portsmouth (NSLCDET PTSMH). NSLCDET PTSMH continuously enhances the Automated Information System
and User Manual to meet the needs of its customers.

Please address any recommended modifications or improvements to:

CPARS Program Manager

Naval Sea Logistics Center Detachment Portsmouth

80 Daniel Street STE 400

Portsmouth, NH 03801-3884

E-mail: webptsmh@navsea.navy.mil

Phone: Customer Support Desk at DSN 684-1690 x486 or Com. (603) 431-9460 x486
Fax: Com. (603) 431-9464 (No DSN fax available)

Suggestions for modifying the CPAR system (problems, enhancements, and/or policy) may also be submitted via
the User Feedback selection located on the Main Menu screen of each assigned level in the CPAR system.


mailto:webptsmh@hq.navsea.navy.mil
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System Overview

The CPARS AIS is a Navy Intranet application that is accessed via the Internet web site, http:// cpars.navy.mil. The
AIS consists of an Internet web server and a dedicated CPARS application server. By definition, CPARS
information is Sensitive but Unclassified (SBU). To protect the security of CPARS information, all actual data
entered into and retrieved from the system is encrypted using the security features incorporated into the web
browser. Access to the system requires a browser, which supports 128-bit encryption (sometimes referred to as
strong encryption or U.S. only encryption), Netscape Communicator V 6.0 or higher or Microsoft’s Internet
Explorer 4.01 or higher. Additional details on browser requirements and security are available at
http://cpars.navy.mil.
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To support this workflow, each user is assigned a unique level of access by the Focal Point. CPARS’ Focal
Points define a User Access Matrix that restricts access on a contract-by-contract basis, based on an individual’s
assigned responsibility in the process.

Major Commands, Direct Reporting Units, Wing Commanders, LGCs, Systems Command (SYSCOM)
Commanders, Program Executive Officers (PEOs), Direct Reporting Program Managers (DRPMs), Headquarters
Marine Corps, Commander Military Sealift Command, and other activity heads of contracting are responsible for
overseeing the implementation of CPARS process in their respective organizations.

The following paragraphs explain the correlation between defined access levels and the steps in the business
process.


http://cpars.navy.mil/

Step 1 — Contract Registration. This step allows general contract information to be entered by anyone assigned
those responsibilities. Information must be entered within 30 days after contract award.

Step 2 — Enter Proposed Ratings. This step allows individuals assigned to management of specific contracts by
an Assessing Official to enter proposed ratings and supporting narrative. These ratings are relative to the
contractor’s performance on a specific contract.

Step 3 —Validate Proposed Ratings. This step allows the Assessing Official to establish performance ratings
and/modify proposed ratings for specific contracts. The Assessing Official is required to enter name and title and
forward the CPAR to the contractor for review.

Step 4 — Contractor Comments. This step allows the contractor being evaluated to review the proposed ratings
and comment on any elements that may require further review or explanation. After review the contractor returns
the CPAR to the Assessing Official for completion.

Step 5 — Review Contractor Comments. This step allows the Assessing Official to accept and finalize the CPAR,
or modify proposed ratings and forward the CPAR to a Reviewing Official. If ratings are modified, the original
proposed ratings are archived and the modified proposed ratings are forwarded to the Reviewing Official for
comment.

Step 6 —Reviewing Official Comments. This step allows the Reviewing Official (if required by activity) to review
proposed ratings recommended by the Assessing Official and the response by the contractor to ensure that the
ratings proposed are fair and supported by objective evidence. If the reviewing official is required, comments must
be entered and the CPAR must be finalized.

When information is processed within the CPARS AIS, the information is automatically entered into the CPARS
database that maintains libraries for all CPARs. Completed CPARs are uploaded into the DoD Past Performance
Information Retrieval System (PPIRS) database. The DoD PPIRS database may then be accessed by source
selection officials for browsing and/or retrieval of all CPARs.



Accessing CPARS

CPARS is accessed by logging onto http://cpars.navy.mil. The website offers varied CPAR items of interest:
reference material, frequently asked questions, best practices, etc. A CPAR practice system is also available.
Instructions to use the practice system are provided. To enter the CPAR Practice System, click Logon to
CPARS Practice located on the left-hand side of the screen. After reading the practice system instructions, click
CPARS Online practicing located at the center of the screen. The CPARS login practice screen displays.

To enter the CPARS Production System, click Logon to CPARS System.

Cj PL‘I;RS Belease 2.0.10, May 2004

wetem is for UNCLASSIFIED UUSE ONLY!

TTzend; Fazgword:

WARNING

This 15 a Department of Defense computer systerm. This computer system, mehiding all related equpment, nebarorks and
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this system constitutes consent to monitoring for these purposes.

Messages: Welcome!! Questions or concerns ? Please call Customer Support at 603-431-0460, ext 436 or DSV 684-
1690, ext 486,

Enter the appropriate User ID and password (case sensitive). Click Login button. Reset button clears User ID and
Password box.



When new and reset passwords are provided by the Focal Point, Command POC/CMB Member, or help desk, the
following New User Information screen will display after Login. Modify the pre-assigned password.

CPARS Practice

New User Information

(Relds identified with ®  are vequived)
= (Crrent Passwc:rd:l

= Wewr Passwiord: I 7]

= Confirn Me
Pasgword:

= User Hare: {HoyyARD HOGAN
= mail dedress:l

=L ctvity Mame: I
=5treet Address: I

=ity State, Zipe I

= omrnercial Phone #: I
FAX # |

DSH Phone #]

. Fave [Tser Password and Information

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 —15 characters consisting of
letters and numbers. (Check New Password Help (?) for additional password information). Re-enter the new
password in the Confirm New Password: box.

Complete and/or review the user information. Care must be taken to keep the user’'s E-mail address current/correct
for the implementation of the electronic notification system. After the necessary modifications are entered, click
Save User Password and Information button and a confirmation pop-up screen displays. Click OK button.

A list of all options available for a specified access level will appear on the User’'s Main Menu.



Focal Point

The Focal Point is responsible for the collection, distribution, and control of CPARs. Focal Points are key players in
the success of the CPARS AIS. Focal Point access is granted only upon completion of a signed Focal Point User
ID/Password Request Form. Focal Points coordinate CPARS access for a specifically assigned area of
responsibility (assign User IDs/passwords) and have the authority to enter a manually completed CPAR form. The
Focal Point is authorized to enter new contract information (register a contract). The CPAR Focal Point will assist
the Assessing Official in implementing CPARS by providing training and other administrative assistance to ensure
that reports are timely and of high quality.

CPARS - Focal Point
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Register a Contract: This option allows the Focal Point to input basic contract information into the database.
Registering basic contract information is the only function that the Focal Point may perform in the automated
CPAR workflow process. Basic contract information must be registered into the CPAR system within 30 days after
contract award. To register the contract, the user must be logged on CPARS as a Focal Point and the Focal Point
Menu must be displayed. Enter the contract number in the Contract # box and the order number (if applicable) in
the Order # box. Click Register a Contract button. When this option is selected, a Contract Registration Screen
displays. Enter the CAGE Code or DUNS+4. If codes are unknown, click the Company Name drop-down box.
Select one option and enter the appropriate characters into the adjacent field. Click Continue with Contract
Registration button. If more than one DUNS number is assigned to the selected CAGE code, a listing of DUNS
and CAGE codes with associated company names and address will be displayed. Click the appropriate DUNS
number to assign that DUNS number to the contract. The Register a Contract input template displays pre-filled with
the contractors name, address, CAGE code and DUNS+4. Required fields are designated with a red asterisk. The
Blue Question Mark (?) designates online help availability. The green tabs provide additional data entry boxes.
Click each green tab to complete the registration process.




Search links provide look-up capability for the correct Federal Supply Classification (FSC) and North American
Industry Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary
information. Click CLOSE button to return to input template.

A Focal Point must complete all information designated with a red asterisk before saving the information entered.
Click Validate and Save the Contract Data button located at the bottom of the template. Click OK button. To
return to the Focal Point Main Menu, click Return to the Main Menu button. A pop-up message appears. Click the
desired response. Return to the Main Menu button does not save any information that has been entered.

Input a Completed CPAR: This option allows the Focal Point to input a manually completed CPAR. It must be
emphasized that the Focal Point is not part of the CPAR workflow process. The Focal Point can only input a
manually completed CPAR.

To input a manually completed CPAR, the Focal Point must be logged on CPARS as a Focal Point and the Focal
Point Menu must be displayed. Enter the contract number in the Contract # box and the order number (if
applicable) in the Order # box. Click Input a Completed CPAR button. If the contract has not been registered,
the Select Form Type Screen will display. Select the appropriate business sector, (Systems,
Services/IT/Operations, Ship Repair/Overhaul) from the Select a Form Type menu. An input template will be
displayed. The template will not be pre-filled with the contractors name, address, CAGE code and DUNS+4. The
green tabs provide additional data entry boxes. Click each green tab to complete the Input a Completed CPAR
process.

If the contract has been registered, an input template will be displayed. The template will be pre-filled with the
contractor’s name, address, CAGE code and DUNS+4. The green tabs provide additional data entry boxes. Click
each green tab to complete the Input a Completed CPAR process.

The CPAR input template offers on-line help for all blocks displayed with a blue question mark. Clicking on any
field containing the blue question mark will provide an explanation for the information required in that block. Click
Close to close the help window. The CPAR input template displays required fields with a red asterisk.

Search links provide look-up capability for the correct Federal Supply Classification (FSC) and North American
Industry Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary
information. Click CLOSE button to return to input template.

A Focal Point can save a partial manually completed CPAR for completion at a later date by clicking Save Data
button. NOTE: Period of Performance being Assessed box must be entered before clicking the Save Data
button.

If the Save Data button was previously selected for this CPAR, and the Focal Point is now ready to finish inputting
the saved CPAR, enter the contract number in the Contract # box and the order number (if applicable) in the Order
# box located on the Focal Point Main Menu. Click Input a Completed CPAR button. A listing of CPARs to be
updated for that contract number will be displayed if previous CPARS have been entered for that particular
contract. Click the desired contract number to display the input template and complete the CPAR.

To return to the Focal Point Main Menu, click Return to the Main Menu button. Return to the Main Menu button
does not save any information that has been previously entered. When the Focal Point has completed inputting the
CPAR, click Validate and Close the CPAR button.

Delete a Registered Contract: This option allows the Focal Point to delete a registered contract. To delete a
registered contract, enter the contract number in the Contract # box and the order number(if applicable) in the
Order # box using the Focal Point Menu. Click Delete a Registered Contract button. The Delete Contract
Confirmation Screen displays. Select Confirm Delete button to remove the contract registration from the CPAR
database. Select Cancel Delete and Return to the Main Menu button to cancel deletion of the contract
registration.




View/Print CPARSs: This option allows the Focal Point to view a CPAR, but not modify any of the information
entered on the form. To view a CPAR, the user must be logged on CPARS as a Focal Point and the Focal Point
Menu must be displayed. Enter a contract number in the box identified as Contract # and enter the order number (if
applicable) in the box identified as Order #. Click View/Print CPARs button. When this option is selected, the
CPAR will appear. If previous CPARs have been completed for that contract, a list of CPARs will display. Click the
contract number of the CPAR to be viewed. The CPAR will display in HTML. Click View CPAR as a PDF button to
view the CPAR in Adobe Acrobat Reader. Once the CPAR has been displayed, the user is able to scroll through
the report and/or print the report on a local printer. To return to the Focal Point Main Menu, click Close button.

To-Do List: This option is a fast and efficient means for the Focal Point to monitor and check the status of pertinent
CPARs in the system. Click To-Do List button from the Focal Point Menu. A To-Do List Parameters screen
displays. The Focal Point can select Include all to build a list of all CPARS that have been registered or initiated
and are within his/her area of responsibility. Select Limit by Contract Number and enter a contract number to
limit the list to CPARSs for a specific contract. The Focal Point can also limit the To-Do List to a specific role or user
by making the appropriate selections. Select the desired parameters and the sort option (if required). Click Show
To-Do List button.

CPARS
To-Do List Parameters
@ Include A1
' Limit by Coniract Number: I
' Limithy User Role: (Select fram List) -]
' Limit hy User: (Select from List) =

Serthy : (13| Contract Numherj
(2 iNone) j
(3 (Mone) j
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CONTRACT NUMBER CAGE CODE PERIOD OF PERFORMANCE ROLE

1451120040017 0001 CPARS
1451120040017 0001 CPARS

1451120000000
M4511200D0000
M4511200D0000

H4511201D1111 0001
H4511201D1111 0001
451120101111 0001

1451120300001
451120351004

H4511228C1111 1111
M4511228C1111 1111
H4511256C0950 0000
H4511256C0050 0000

H4511207C8051
H4511207CE051
M4511297C2051
M4511298C0004
H4511208C0004

H45112T982010
145112T982010
M45112T982010

CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS
CPARS

O8f272003
08f272003
071282003
0752872003
0752872003
0zr10/2004
0zr10/2004
03110/2004
010172003
010172000
011152002
0151572002
010172000
010172000
0811997
08011997
06111997
01/30/1593
01530/1993
020171993
O2M1/1998
020171993

turn to the To-Dio List Parameters

turn to the Ilain ez

02m1/2004
02m1/2004
0272004
0272004
0272004
033172004
033172004
033172004
03m1/2003
1213172001
0142003
0142003
1253172000
1253172000
12171997
120171997
120171997
0903002001
093072001
0511998
0311999
0311999

A list of the Focal Point’s selected CPARSs in the system will display. To return to the To-Do List Parameters
Screen, click Return to the To-Do List Parameters button. To return to the Focal Point’s Main Menu, click Return
to the Main Menu button.

CPARS Practice - To-Do List

ACTION REQUIRED ASSIGNED USER

Contractor Input Corraents (Started) 0&0272004 BETA TESTEER 4
Contractor Input Comments {Started) Q20272004 BILLY BOE
Lssessing Official Hate, Send to Contractor BETA TESTER. 3
Assessing Official Hate, Send to Contractor BETA TESTER B
Assessing Official Hate, Send to Contractor JOHHWY ROTTEN
Lssessing Official Hate, Send to Contractor BETA TESTER. 3
Lssessing Official Hate, Send to Contractor BETA TESTER B
Lissessing Official Hate, Send to Contractar JOHHNY ROTTEN
Reviewing Official Input Comrnents, Close CPAR 0971872003 BETA TESTER &
Feviewing Official Input Corrnents, Close CPAR. 037252004 BETA TESTER. &

Lssessing Official Rep Update, Send to Asgessing Official 04001/2003 BETA TESTERZ
Lissessing Official Rep Update, Send to Assessing Official 0400172003 ERICSA BEMTLY
Aszessing Official Rep Update, Send to Assessing Official 04222003 BETA TESTERZ
Lgzessing Official Rep Update, Send to Aszessing Offieial 0402202003 ERICA BENTLY

Lssessing Official Hate, Send to Contractor BETA TESTER. 3
Lugseszing Official Hate, Send to Contractor BETL TESTER R
Assessing Official Hate, Send to Contractor JOHHWY ROTTEN

&szessing Official Rep Update, Send to Asgessing Official 100232003 BETA TESTERZ
Lssessing Official Rep Update, Send to Assessing Official 1002302003 ERICA BENTLY

Lussessing Official Hate, Send to Contractor BET& TESTER S
Assessing Official Hate, Send to Contractor BETA TESTER B
Aszessing Official Hate, Send to Contractor JOHHWY ROTTEN

Access Authorization: This option is used by Focal Points to provide access to CPARS, to modify user accounts

by contract number or user name, to view existing users, to transfer CPARS access from one user to another and
to assign or delete an alternate Focal Point. To provide access to CPARS, the Focal Point completes an Access

Authorization Matrix (described below). Completion of an Access Authorization Matrix is required for all personnel
involved with contracts that are assigned to the Focal Point's area of control. The level of access is assigned based
on information received from each program management office as new contracts are awarded or existing contracts

are identified.

Create New User Access: To provide access to a new user or contract, click Access Authorization button from

the Focal Point Main Menu. Click Create New User Access button from the Access Authorization Menu.
CPARS Practice

reate Mew User bocess

[odify Exasting User Access

1w Emsting User Access

ransfer User Becess to Another User

b esign Mlternate Focal Point

Feturm to the Ivfain lienn

Access Aunthorization Menu
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The Create New User Access screen displays.

actice - Create New User Access
1. Enter Contract(s): Contrast:l Order:l Add Delete |

Delete Al |

2. Select User Role: |(Se|ect User Role) j

3. Enter Mew User Narne: I

1 I .

fopHonal, new users only)
ot Select Exdsting TTser: Search | I Delete |
4. &dd User: Add User |

| |User Role |Use1' MName |User Ema.i]IUser Idl Coniracis |User Type

reate User becess Ilatrix
lear S]] Diata
turn to the Lecess Authonzation hlem

turn to the Ilain Ilenn

The Focal Point must enter the contract number and order number (if applicable) and click Add button after each
contract number is entered. Select the user role from the Select User Role drop-down box. Enter the appropriate
new user's name and e-mail address if available, or select an existing user. Click the Search button and the
Search for existing Government/Contractor Users: pop-up screen displays (depending on User Role
selection). Enter a full or partial last name and click Search button. A list of existing user names displays. Select
the desired name and the name will appear in the Select Existing User box. The Delete button removes the
selected user name from the Select Existing User box. Click the Add User button after entering all access
authorization criteria for each user. A matrix will display containing each entry.

CPARS Practice - Create New User Access

1. Enter Contract(s): Contrast:l Ordsr:l Addl 145112033000 Delete |
Delete All |

2. Select User Role: I(Select Lser Role) =]

3. Enter New User Marne: I

Ereal: I fopfional, new users ony)
or Select Existing User: Search | I Delete |
4. Add User: Add Uszer |
User Role User MName User Email User Id | Coniracis User Type

Delete | Contract Data Entry | ALICE JONHES ajonesi@ Mavy MIL H4511203C3000; | Hew
Dielete | Assessing Official Fep | DAN SMITH dstrithi@Many MWIL MA511203C3000; | Mew
Dielete | &aseasing Official MORRIS LATOR | Mlator@Masmy MIL MA511203C3000; | New
Dielete | Contractor Fep MANUEL CHAVEZ | mchavez@MN ey MIL M4511203C3000; | New
Dielete | Beviewing Official KABLE ORDWAY |mordway@N ey MIL M4511203C3000; | New

reate User fiocess Ilatrix
lear &11 Diata
turn to the fccess Authorization Ienu

turn to the Ilain Ilenn
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To Delete User information from the Matrix, click Delete (located to left of the user name), re-enter all the
information and click Create User Access Matrix button. The Clear All Data button clears all data entered. After
all entries have been entered, click Create User Access Matrix button. A User Access Authorization Matrix
displays.

User Access Authorization Matrix

Flease resiew the following User Ivlatrie

IUser Eole [Uger Mame [ser Email User Id| Coniracis User Type
ICDntrﬁJ:t Data Entry  |ALICE JOHES ajonesiE@ ey WIL H4511203C3000;, Hew
Iﬁssessi.ng Offirial Rep|DAN SMITH dermith@H avry TWIIL 1451120303000 | Hew
Ihssessi:ng Oiffirial LMOBRISLATOR | Mlaton@Navy MIIL M4511203C3000; | Hewr
ICu:unth:tDr Rep WANUEL CHAVEZ |rachavez@Mavy IWIL H4511203C3000; | Hew
IR.B"‘.-".i.E".I-".iIIg Official  [WMABLE ORDWAY |mordwawn@Nary WIL H4511203C3000 ;| Hew

I

uthorize Leocess to these Taers
odify &ecess latriy to Comnect Ilistakes
trn to the Ivlain Ivlerm

Review the information displayed for accuracy. To modify incorrect information, click Modify Access Matrix to
Correct Mistakes button and the previous Access Authorization Matrix will display. If all information is correct,
click Authorize Access to these Users button. The Official User Access Authorization Matrix displays providing
User Role, User Name, User Email, User ID, Password, Status (indicates the access was successfully created),
Contract number(s) and User Type. It is advisable to print the matrix for future reference.

User Access Authorization Matrix

& coess has been authorized for the following users to the associated Contracts.
Flease print this page (in landscape) and inforn the new uzers of their usend and password settings.
Theze nzers will be required to change their passwords the first tirne they login to the application.
[zex Role Uszer NMame User Email User Id Password * Status ** Contracts Uszer Type
Contract Data Entry ALICE JONES gjones@Mavy MIL  PEAIOHME G6t2NMxS  Luthorzed 451120303000, Mew
Lussesging Official Rep DAN SMITH derith@Navy WL - PEDSMIT  ta%mgCXe  Authorized M4511203C3000; Hew
Lssessing Official  MIOBRIZLATOR  MMlaton@Nawy ML PEMLATO di¥whking Authorized N4511203C3000; New
Contractor Rep MAMUEL CHAVEZ mehavez@Mavy MIL PEMCHAY GMxUHNT Authorized M4511203C3000; Mew
Feviewing Official ~— MABLE ORDWAY mordway@Navy MIL PEMORDW RighvhIX0 Authorized N4511203C3000; New
* Note: *** in the Password coluran indicates an existing user.

** Wote: if the Status indicates Failed, please contact the customer support desk for assistance.

tun to the Access Authorization hlen
turn to the Ilain fenu

Modify Existing User Access: This option allows the Focal Point to change the role(s) of existing users, or to
remove access of individual(s) who are reassigned and no longer involved with processing CPARs. NOTE:
Changing user access for one contract changes the user’s access for all contracts assigned access by the same
Focal Point. Click Access Authorization button from the Focal Point Main Menu. Click Modify Existing User
Access button from the Access Authorization Menu and the Modify Existing User access Screen displays.
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CPARS Practice - Modify Existing User Access
Select a Contract: | (Select Contract) | orlser |(Select User) -
“iew ACcess |

Users Authorized by You:

|USER NAME |USER ID | PASSWORD | USER ROLE| |

turn to the Secess Suthonzation hien
turn to the Ifain Iifenu

To modify existing user access by contract, click Select a Contract drop-down box and all contracts authorized by

the activity focal point will display. Select desired contract and click View Access button. The User Authorized
by You: matrix displays.

CPARS Practice - Modify Existing User Access

Select a Contract: I N-"-151 12[":":":":'1 1 "I ot [Tzer: ESE'ECt Userj Ed

“iew Access |

Users Authorized by You:

USER NAME USER ID | PASSWWORD | USER ROLE
[Delete User] |[Mlodify] |BETL TESTER 4 [Change Profile] |CPAR | [Reset Contractor Rep

turn to the Secess Authonzation Ilem

turn to the Iain Mlenu

[Change Profile] under User Name in the matrix above allows the focal point to update profiles of users created by
the focal point.

Confirm User Profile Change

F'rintl ﬂl Cancel |

(felds wdentified with ®  are required)
User [D: TQFUR

*Hate TOM Q SMITH
Organization:lNDne
Adﬂmss:lnune

City/State/Zip: Inune

*EM:lahc@cnmcast.org
Corumercial VDiCE:InDnE

FAX:I
DsN Voice:l
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To modify user access by User, click User drop-down box and Users authorized by the activity focal point will
display. Select desired User and click View Access button. The Users Authorized by You: matrix displays.

CPARS Practice - Modify Existing User Access

Select a Contract: ESE'ECt CDntraEt] *| or Uszer: I EETATESTER B vI

“iew ACCESS |

Users Authorized by You:

USER HAME USER ID | PASSWORD | UTSER ROLE Coniracis
[Delete Uger] |[Mlodifyy] |BETA TESTEER. 6 [Change Profile] |CPARA set I gzessing Official Rep | ]451 120206000
M451 128802822

Dielete User] |[Mvlodify] |BETA TESTER 6 [Change Profile] |(CPARS |[Reset Contract Data Entry | 1451 1200E1000

[Dielete [Tzer] |[Miodify] |BETL TESTER 6 [Change Profile] |CPARA et Reviearing Official H45112

4511204040402
M4511 2040528
M4511204B0528
M4511204C00528
M451126650001

turn to the Lccess Authorization Ivlen
turn to the Ivlain Iienu

Users Authorized by You: matrix:

[Delete User] - Deletes user by role from the database. If a user is assigned multiple roles, each user role must be
deleted. Click [Delete User]. Return to the Access Authorization Menu button allows the Focal Point to
continue other access authorization options. Return to the Main Menu button returns to the Focal Point Main
Menu.

[Modify] - Allows the focal point to modify the existing user role. Click [Modify] and the Modify User Access
displays. Select the appropriate new user role from the New User Role drop-down box and click Modify User
Access button. Return to the Access Authorization Menu button allows the Focal Point to continue other
access authorization options. Return to the Main Menu button returns to the Focal Point Main Menu.

[User Name] - Allows the focal point to view the user profile. Click [User Name] to see the user profile. Click
Close button.

[Reset] - Allows the focal point to reset the user password. Click [Reset] and Confirm Password Change pop-up
screen displays containing the new password. Click OK button. A pop-up message “Password has been reset”
displays. Click OK button. Return to the Access Authorization Menu button allows the Focal Point to continue
other access authorization options. Return to the Main Menu button returns to the Focal Point Main Menu.
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View Existing User Access: This option produces a list of users who have been granted CPARS access by a
particular Focal Point. Click Access Authorization button from the Focal Point Main Menu. Click View Existing
User Access button and the View Existing User Access screen displays.

CPARS Practice - View Existing User Access

Contract: I ALL v I Maer: I AL - I

“iew ACCESS |

Users Authorized by You:

USER NAME USERID USER ROLE LASTLOGON DATE

turn to the Leocess Authorzation I'-.-'Iem\‘
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To View Existing User Access by Contract, click Contract drop-down box and all contracts authorized by the
activity focal point will display. Select desired contract and click View Access button. The Users Authorized by
You: report displays. Please note that the list provides each user’s initial password. Passwords modified by the
user will be displayed as three asterisks ***.

CPARS Practice - View Existing User Access

Contract: | M451120050928 J velAL =

“iew ACCESS |

Users Authorized by You:

USER NAME USER ID USER ROLE LASTLOGON DATE
BET& TESTER. 4 CP&RA Contractor Fep 0&/2352004

turn to the Access Authonzation hlen
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User Name — Allows the focal point to view the user profile. Click User Name to see the user profile.
Click Close button.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. Return to the Main Menu button returns to the Focal Point Main Menu.
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To View Existing User Access by User, click User drop-down box and all users authorized by the activity Focal

Point will display. Select desired User and click View Access button. The Users Authorized by You: report
displays.

CPARS - View Existing User Access

Contract: IALL TI UserIBUBBLES hACF LOWY vI

“iew ACCess |

Users Authorized by You:

USER NAME USERID USER ROLE LASTLOGON DATE Coniracts
BUBBLES MCFLOW  BMCFL Contract Data Entry 097171993 M451 1299770001 0002
N4511209770001 0001
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User Name — Allows the focal point to view the user profile. Click User Name to see the user profile.
Click Close button.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. Return to the Main Menu button returns to the Focal Point Main Menu.
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Transfer User Access to Another User: This option allows the Focal Point to transfer CPARS access from one
user to another user. This function is particularly useful when individuals are reassigned and/or are no longer
involved with processing CPARs.

To transfer user access to another user, click Access Authorization button from the Focal Point Main Menu. Click
Transfer User Access to Another User button and a CPARS Transfer User Access screen displays.

CPARS Practice - Transfer User Access to Another User

Transfer User Access:

1. Select From User: |(Se|eu:t Frorm User) j [T Delete User &fter Transfer
2. 5elect User Role: E
3. Select Contracts: E
4. To User, Select Existing User:  Search | I Delete |
ot Enter a Mew User: Harme: I
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ransfer fccess

twrn to the Aecess futhorization e

turn to the iam Mlenu

Select a user in the Select From User drop down box. If the user will no longer be involved with processing
CPARS, click in the Delete User After Transfer box (a check should now appear in the box). This function will
delete the user from the CPAR database. The User Role drop-down box expands. Select desired role option to be
transferred. The Contract drop-down box expands. Select desired contract option to be transferred. To select an
existing user, click Search button and the Search for existing Government/Contractor Users: pop-up screen
displays (depending on User Role selection). Enter a full or partial last name and click Search button. A list of
existing user names displays. Select the desired name and the name will appear in the Select Existing User box.
If the new user is not listed in the Search pop-up screen, enter the Name and Email address in the New User
boxes. Click Transfer Access button to complete the process.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. Return to the Main Menu button returns to the Focal Point Main Menu.
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Assign Alternate Focal Point: This option allows the Focal Point to assign and delete current alternate Focal
Points. To assign an alternate Focal Point, click Access Authorization button from the Focal Point Main Menu
and the Access Authorization Menu displays. Click Assign Alternate Focal Point button and the Assign
Alternate Focal Point Screen displays.

CPARS Practice - Assign Alternate Focal Point
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Enter the appropriate New User Name, or select an existing user from the Select Existing User drop-down box. A
list of users assigned by the Focal Point will display. The View button provides user profiles. The profile
information will display in a pop-up window. The information displayed is available for printing or viewing. Click
Assign Alternate Focal Point button. The confirmation message appears. Click OK button. To delete a current
alternate Focal Point, click Delete Current Alternate Focal Point. The confirmation message appears. Click OK.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. Return to the Main Menu button returns to the Focal Point Main Menu.

CPAR Status Report: This option allows the Focal Point to track the progress of CPARs. It will provide CPAR
statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report Section.)

Contract Status Report: This option is designed for Focal Points to track the status of contracts. The report will
show whether a CPAR is current, due, overdue, final, or undetermined for all contracts the user has in CPARS. It
can be run to provide statistics (counts) or as a life cycle status report (list of CPARs). (See CPAR Report
Section.)

Ratings Metrics Report: This option allows the Focal Point to monitor completed CPAR ratings metrics for all
business sectors. (See CPAR Report Section.)

Processing Times Report: This option allows the Focal Point to view a years worth of data pertaining to CPAR
processing times. (See CPAR Report Section.)
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Change User Profile: This option allows modification of user information, user preferences (allows users to choose
optional e-mail notifications) and Change Login Password (required every 90 days). To modify user information,
click Change User Profile button from the Focal Point Main Menu. The User Profile Menu will display.

CPARS
User Profile Menu
. hange User Information
. hange User Preferences
| [Jchanee Login Password

Click Change User Information button and the User Information Screen displays.

CPARS

User Information
(Felds identified with ®  are requived)
* UserNawe: |oF BETA TESTER. 7
= Frnail Address:

|marceauej@navsea.naw.miI
* hotraty Nawe: {4y SEA TESTING
* Street Address: |13 WATERGATE
= (ity, State, Fip: ISEASIDE.MI—'«
= Corercial Pheme #: [111-301-9832

FAX # |
DSN Phone #:|

. Bane [Taer Informmation
. Feturn to the User Profile Ivlenn

After the necessary modifications are entered, click Save User Information button and a confirmation pop-up
screen displays. Click OK button.

Return to the User Profile Menu button allows the Focal Point to continue other change profile options. Return
to the Main Menu button returns to the Focal Point Main Menu.

To receive e-mail notification as the CPAR moves through the workflow process, click Change User Profile
button from the Focal Point Main Menu and the User Profile Menu display. Click Change User Preferences button
and the User Preferences Screen displays.
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CPARS Practice

User Preferences

Send Email Motification when a CPAR is...
¥ Initiated by Assessing Official Fep.
v Drafted by Lasessing Official f Rep.
[ Rated by Lissessing Official
¥ Beviewed by Contractor
[v Finalized by Assessing Official
V¥ Caorapleted by A ssessingBeviewing Official
¥ De.. {zend tofssessing Official)

. ane Preferences

. [Feturn to the Tser Profile Iienm
. [Feturn to the Mlain Bdenn

Select the desired email notifications that the user would like to receive. A check will appear in all selected boxes.
Click Save Preferences button and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Focal Point to continue other change profile options. Return
to the Main Menu button returns to the Focal Point Main Menu.

To change the Focal Point login password, click Change User Profile button from the Focal Point Main Menu

and the User Profile Menu display. Click Change Login Password button and the Change Login Password
Screen displays.

CPARS Praciice

Change Login Password B

Current Passuﬂ:urd:l
IMewr Pagswornd: I
Confirm Newr Passwc:rd:l

. e Passwrond

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 —15 characters consisting of
letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.
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Return to the User Profile Menu button allows the Focal Point to continue other change profile options. Return
to the Main Menu button returns to the Focal Point Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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Contract Data Entry

The Contract Data Entry level is authorized by the Focal Point to register new contracts. The contract must be
registered in the CPAR system within 30 days after contract award.

CPARS Practice - Contract Data Entry
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ewPrint Contract
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Register a Contract: This option allows the Contract Data Entry user to input basic contract information into the
database. Registering basic contract information is the only function that the Contract Data Entry user may perform
in the automated CPAR workflow process. Basic contract information must be registered into the CPAR system
within 30 days after contract award. To register the contract, the user must be logged on CPARS as a Contract
Data Entry user and the Contract Data Entry Menu must be displayed. Enter the contract number in the Contract #
box and the order number (if applicable) in the Order # box. Click Register a Contract button. When this option is
selected, a Contract Registration Screen displays. Enter the CAGE Code or DUNS+4. If codes are unknown, click
the Company Name drop-down box. Select one option and enter the appropriate characters into the adjacent field.
Click Continue with Contract Registration button. If more than one DUNS number is assigned to the selected
CAGE code, a listing of DUNS and CAGE codes with associated company names and address will be displayed.
Click the appropriate DUNS number to assign that DUNS number to the contract. The Register a Contract input
template displays pre-filled with the contractors name, address, CAGE code and DUNS+4. Required fields are
designated with a red asterisk. The Blue Question Mark (?) designates online help availability. The green tabs
provide additional data entry boxes. Click each green tab to complete the registration process.

Search links provide look-up capability for correct Federal Supply Classification (FSC) and North American Industry
Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary information.
Click CLOSE button to return to input template.

A Contract Data Entry user must complete all information denoted by a red asterisk before saving the information
entered. Click Validate and Save the Contract Data button located at the bottom of the template. Click OK
button. To return to the Contract Data Entry Main Menu, click Return to the Main Menu button. A pop-up
message appears. Click the desired response. Return to the Main Menu button does not save any information
that has been entered.

View/Print Contract: This option allows the Contract Data Entry user to view a CPAR, but not modify any of the
information entered on the form. To view a CPAR, the user must be logged on CPARS as a Contract Data Entry
user and the Contract Data Entry Main Menu must be displayed. Enter a contract number in the box identified as
Contract # and enter the order number (if applicable) in the box identified as Order #. Click View/Print CPARs
button. If multiple CPARs have been generated, a list of CPARs displays. Click the contract number of the CPAR
to be viewed. The CPAR will display in HTML format. Click View CPAR as PDF button to display CPAR in Adobe
Acrobat Reader. Once the CPAR has been displayed, the user is able to scroll through the report and/or print the
report on a local printer. To return to the Contract Data Entry Main Menu, click Close button.
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CPAR Status Report: This option is designed for the Contract Data Entry level to View, but not modify, a CPAR
that has been entered into the CPAR system. Click CPAR Status Report button from the Contract Data Entry
Main Menu. A list of CPARSs will display. Select the contract number of the desired CPAR and the CPAR will
display in a read only format. Click Close to select another contract number to view. To return to the Contract
Data Entry Main Menu, Click Return to the Main Menu.

Change User Profile/Switch Access Level: This option allows the user to switch roles (if assigned multiple user
roles), to Change User Information, and to Change Login Password (required every 90 days). To change user
information, click Change User Profile/Switch Access Level button from the Contract Data Entry Main Menu.
The User Profile Menu will display.

CPARS
User Profile Menu
b oess Level: | Contract Data Entry v | Switch
hiange User Information

hange Login Password
eturn to the Inain hlern

Access Level drop-down box allows the user to switch user role. If the user is assigned multiple roles, the drop-
down box will contain all assigned roles. To switch roles, select the desired role from the Access Level drop-down
box and click Switch button. The new role will display. NOTE: The selected role will remain until a new role switch
has been performed by the user.

To change user information, click Change User Information button and the User Information Screen displays.

CPARS

User Information

(fields identified with ®  aye requived)
* UserName: |uF BETA TESTER 7

* Froail Address: |marceauej@navsea.naw.miI
* hetiity Name: (i ay/SEA TESTING
* Street Address: |1 53 WATERGATE
= (ity, State, Fip: ISEASDE.MA
= Corarercial Phone # [111-301-9532
FAX # |
DSH Phone #|

. Rave [Taer Information
. Feturn to the User Profile Ivlenn

Feturn to the Ilaim lenn
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Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Contract Data Entry to continue other change profile options.

Return to the Main Menu button returns to the Contract Data Entry Main Menu.

To change the Contract Data Entry login password, click Change User Profile/Switch Access Level button
from the Contract Data Entry Main Menu and the User Profile Menu display. Click Change Login Password

button and the Change Login Password Screen displays.

CPARS Praciice

Change Login Password B

Current Passuﬂ:urd:l
IMewr Pagswornd: I
Confirm Newr Passwc:rd:l

. e Passwrond

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The

password will display as asterisks. The password is case sensitive and must contain 8 —15 characters consisting of

letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be

modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button

and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Contract Data Entry to continue other change profile options.

Return to the Main Menu button returns to the Contract Data Entry Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for

the CPAR system. (See CPAR Report Section.)
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Assessing Official Representative

An Assessing Official Representative has the authority to enter proposed ratings/narratives or update CPAR
information. An Assessing Official Representative does not have the authority to send the CPAR to the defense
contractor or to finalize a CPAR. An Assessing Official Representative may not complete block 21.

CPARS Practice - Assessing Official Rep

Coniract #:

[ritiate a CPAR
pdate an Incomplete CPAR
Dlelete an Incomplete CPAR.
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Register a Contract: This option allows the Assessing Official Representative to input basic contract information
into the database. Basic contract information must be registered into the CPAR system within 30 days after
contract award. To register the contract, the user must be logged on CPARS as an Assessing Official
Representative and the Assessing Official Representative Menu must be displayed. Enter the contract number in
the Contract # box and the order number (if applicable) in the Order # box. Click Register a Contract button.
When this option is selected, a Contract Registration Screen displays. Enter the CAGE Code or DUNS+4. If codes
are unknown, click the Company Name drop-down box. Select one option and enter the appropriate characters
into the adjacent field. Click Continue with Contract Registration button. If more than one DUNS number is
assigned to the selected CAGE code, a listing of DUNS and CAGE codes with associated company names and
address will be displayed. Click the appropriate DUNS number to assign that DUNS number to the contract. The
Register a Contract input template displays pre-filled with the contractors name, address, CAGE code and
DUNS+4. Required fields are designated with a red asterisk. The Blue Question Mark (?) designates online help
availability. The green tabs provide additional data entry boxes. Click each green tab to complete the registration
process.

Search links provide look-up capability for correct Federal Supply Classification (FSC) and North American Industry
Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary information.
Click CLOSE button to return to input template.

An Assessing Official Representative must complete all information denoted by a red asterisk before saving the
information entered. Click Validate and Save the Contract Data button located at the bottom of the template.
Click OK button. To return to the Assessing Official Representative Main Menu, click Return to the Main Menu
button. A pop-up message appears. Click the desired response. Return to the Main Menu button does not save
any information that has been entered.
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Initiate a CPAR: This option allows the Assessing Official Representative to provide the Assessing Official
proposed CPAR ratings and narratives. It must be stressed that if the Assessing Official has initiated the
CPAR, the system will not allow the Assessing Official Representative to initiate or to have access to the
CPAR. Toinitiate a CPAR, the user must be logged on CPARS as an Assessing Official Representative and the
Assessing Official Representative Menu must be displayed. Enter the contract number in the Contract # box and
the order number (if applicable) in the Order # box. Click Initiate a CPAR button. The input template displays pre-
filled with the contractor’s name, address, CAGE code and DUNS+4, basic contract information and miscellaneous
information entered during contract registration. NOTE: The contract must be registered before a CPAR can be
initiated. The green tabs provide additional data entry boxes. Click each green tab to complete the Initiate a
CPAR process.

The CPAR input template offers on-line help for all blocks displayed with a blue question mark. Any field containing
the blue question mark will provide an explanation for the information required in that block. Click Close to close
the help window. The CPAR input template displays required fields with a red asterisk.

Search links provide look-up capability for correct Federal Supply Classification (FSC) and North American Industry
Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary information.
Click CLOSE button to return to input template.

An Assessing Official Representative may complete or partially complete the CPAR ratings and narratives. A red
bar —a— displayed under a green rating tab denotes information has been entered. If the Assessing Official
Representative is not able to complete entering initial proposed ratings and narratives, click Save Data button.

If the proposed ratings and narratives are ready for the Assessing Official’s review and comment, click Validate
and Send to the Assessing Official button. NOTE: All rating narrative boxes must contain text or N/A must be
selected from the Ratings drop-down box. Click OK. The CPAR will display in HTML format. Click View CPAR
as PDF button to view in Adobe Acrobat Reader. The Assessing Official will be notified via e-mail that a CPAR is
ready for review and comment. A message will appear stating that the Assessing Official has been notified. The
Assessing Official Representative is now locked out of the CPAR and may now only view the CPAR. To return to
the Assessing Official Representative Main Menu, click Return to the Main Menu button. Return to the Main
Menu button does not save any information that has been entered.

Update an Incomplete CPAR: This option allows the Assessing Official Representative to update a partially
completed CPAR. This option also allows multiple, authorized Assessing Official Representatives to access a
partially completed CPAR to provide additional narrative on the contractor’s performance. REMEMBER: If the
Assessing Official initiated the CPAR, the Assessing Official Representative(s) will not have access to the
CPAR for editing purposes.

To update an incomplete CPAR, the user must be logged on CPARS as an Assessing Official Representative and
the Assessing Official Representative Menu must be displayed. Enter the contract number in the Contract # box
and the order number (if applicable) in the Order # box. Click Update an Incomplete CPAR button and the CPAR
will display. Click each green tab to read or enter information. A red bar —a— displayed under a green rating
tab denotes information has been entered. NOTE: A partially completed CPAR can also be updated by
clicking the To-Do List on the Assessing Official Representative Main Menu and clicking the contract
number of the CPAR to be updated.

If the proposed ratings and narratives are ready for the Assessing Official’s review and comment, click Validate
and Send to the Assessing Official button. NOTE: All rating narrative boxes must contain text or N/A must be
selected from the Ratings drop-down box. Click OK. The CPAR will display in HTML format. Click View CPAR
as PDF button to view in Adobe Acrobat Reader. The Assessing Official will be notified via e-mail that a CPAR is
ready for review and comment. A message will appear stating that the Assessing Official has been notified. The
Assessing Official Representative is now locked out of the CPAR and may now only view the CPAR. To return to
the Assessing Official Representative Main Menu, click Return to the Main Menu button. Return to the Main
Menu button does not save any information that has been entered.
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Delete an Incomplete CPAR: This option allows the Assessing Official Representative to delete a CPAR that has
been initiated but not yet sent to the Assessing Official. To delete an incomplete CPAR, enter the contract number
in the Contract # box and the order number (if applicable) in the Order # box using the Assessing Official
Representative Main Menu. Click Delete an Incomplete CPAR button. The Delete Record Confirmation Screen
displays. Select Confirm Delete button to remove the contract registration from the CPAR database. Select
Cancel Delete and Return to the Main Menu button to cancel deletion of the CPAR.

View/Print CPARSs: This option allows the Assessing Official Representative to view a CPAR, but not modify any of
the information entered on the form. To view a CPAR, the user must be logged on CPARS as an Assessing Official
Representative and the Assessing Official Representative Main Menu must be displayed. Enter a contract number
in the box identified as Contract # and enter the order number (if applicable) in the box identified as Order #. Click
View/Print CPARs button. If multiple CPARs have been generated, a list of CPARs displays. Click the contract
number of the CPAR to be viewed. The CPAR will display in HTML format. Click View CPAR as PDF to view in
Adobe Acrobat Reader. Once the CPAR has been displayed, the user is able to scroll through the report and/or
print the report on a local printer. To return to the Assessing Official Representative Main Menu, click Close button.

To-Do List: This option is a fast and efficient means for the Assessing Official Representative to see the CPARs
that need to be updated and sent to the Assessing Official for validation. The To-Do List will also include CPARs
that have been returned by the Assessing Official for rework. Click To-Do List button from the Assessing Official
Representative Main Menu. A list of CPARs will display. Select the appropriate contract number to complete the
action required.

CPAR Status Report: This option allows the Assessing Official Representative to track the progress of CPARSs. It
will provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report
Section.)

Contract Status Report: This option allows the Assessing Official Representative to build custom reports to help
monitor CPAR status by contract number using various search options. (See CPAR Report Section.)
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Change User Profile/ Switch Access Level: This option allows the user to switch roles (if assigned multiple user
roles), to Change User Information, Change User Preferences (allows users to choose optional e-mail
notifications), and to Change Login Password (required every 90 days). To change user information, click Change
User Profile/Switch Access Level button from the Assessing Official Representative Main Menu. The User
Profile Menu will display.

CPARS
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Access Level drop-down box allows the user to switch user role. If the user is assigned multiple roles, the drop-
down box will contain all assigned multiple roles. To switch roles, select the desired role from the Access Level
drop-down box and click Switch button. The switched role will display. NOTE: The selected role will remain until a
new role switch has been performed by the user.

To change user information, click Change User Information button and the User Information Screen displays.

CPARS

User Information
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* UserNawe: (o BETA TESTER 7
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Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Assessing Official Representative to continue other change
profile options. Return to the Main Menu button returns to the Assessing Official Representative Main Menu.
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To receive e-mail notification as the CPAR moves through the workflow process, click Change User
Profile/Switch Access Level button from the Assessing Official Representative Main Menu and the User Profile
Menu displays. Click Change User Preferences button and the User Preferences Screen displays.

CPARS Practice

User Preferences

Send Email MNotification when a CPAR is...
[T Indtiated by Assessing Official Rep.
[ Drafted by Lssessing Official f Bep.
[ Rated by bssessing Official
¥ Reviewed by Contractor
[ Finalized by Assessing Official
v Completed by AssessingResdewing Official

ane Preferences
Feturn to the User Profile Ienn

Feturn to the Main Menn

Select the desired email notifications that the user would like to receive. A check will appear in all selected boxes.
Click Save Preferences button and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Assessing Official Representative to continue other change
profile options. Return to the Main Menu button returns to the Assessing Official Representative Main Menu.

To change the Assessing Official Representative login password, click Change User Profile/Switch Access

Level button from the Assessing Official Representative Main Menu and the User Profile Menu display. Click
Change Login Password button and the Change Login Password Screen displays.

CPARS Praciice
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Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8-15 characters consisting of
letters and numbers. Re-enter the new password in the Confirm New Password: box.
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NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Assessing Official Representative to continue other change
profile options. Return to the Main Menu button returns to the Assessing Official Representative Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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Assessing Official

The Assessing Official is responsible for assessing contractor performance and validating proposed ratings.
Assessing Officials have the authority to enter, modify and finalize the CPAR. Validated ratings are forwarded to
the contractor for review. After receiving and reviewing contractor comments, the Assessing Official may either
finalize or modify the ratings.
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Register a Contract: This option allows the Assessing Official to input basic contract information into the database.
Basic contract information must be registered into the CPAR system within 30 days after contract award. To
register the contract, the user must be logged on CPARS as an Assessing Official and the Assessing Official Menu
must be displayed. Enter the contract number in the Contract # box and the order number (if applicable) in the
Order # box. Click Register a Contract button. When this option is selected, a Contract Registration Screen
displays. Enter the CAGE Code or DUNS+4. If codes are unknown, click the Company Name drop-down box.
Select one option and enter the appropriate characters into the adjacent field. Click Continue with Contract
Registration button. If more than one DUNS number is assigned to the selected CAGE code, a listing of DUNS
and CAGE codes with associated company names and address will be displayed. Click the appropriate DUNS
number to assign that DUNS number to the contract. The Register a Contract input template displays pre-filled with
the contractors name, address, CAGE code and DUNS+4. Required fields are designated with a red asterisk. The
Blue Question Mark (?) designates online help availability. The green tabs provide additional data entry boxes.
Click each green tab to complete the registration process.

Search links provide look-up capability for correct Federal Supply Classification (FSC) and North American Industry
Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary information.
Click CLOSE button to return to input template.

An Assessing Official must complete all information before saving the information entered. Click Validate and
Save the Contract Data button located at the bottom of the template. Click OK button. To return to the Assessing
Official Main Menu, click Return to the Main Menu button. Return to the Main Menu button does not save any
information that has been entered.
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Initiate a CPAR: This option allows the Assessing Official to provide proposed CPAR ratings and narratives. It
must be stressed that if the Assessing Official has initiated the CPAR, the system will not allow the
Assessing Official Representative to initiate or to have access to the CPAR. To initiate a CPAR, the user
must be logged on CPARS as an Assessing Official and the Assessing Official Menu must be displayed. Enter the
contract number in the Contract # box and the order number (if applicable) in the Order # box. Click Initiate a
CPAR button and an input template displays pre-filled with the contractors name, address, CAGE code and
DUNS+4, basic contract information and miscellaneous information entered during contract registration. NOTE:
The contract must be registered before a CPAR can be initiated. The green tabs provide additional data entry
boxes. Click each green tab to complete the Initiate a CPAR process.

The CPAR input template offers on-line help for all blocks displayed with a blue question mark. Any field containing
the blue question mark will provide an explanation for the information required in that block. Click Close to close
the help window. The CPAR input template displays required fields with a red asterisk.

Search links provide look-up capability for correct Federal Supply Classification (FSC) and North American Industry
Classification System (NAICS) code. Click the appropriate Lookup button to obtain the necessary information.
Click CLOSE button to return to input template.

An Assessing Official may complete or partially complete the ratings and narratives. Ared bar ~#& displayed
under a green rating tab denotes information has been entered in the narrative box. After entering the initial
proposed ratings, narratives and required Assessor tab information, click Save Data button.

When the proposed ratings and narratives are ready for the Contractor’s review and comment, click Validate and
Send to the Contractor button. NOTE: All rating narrative boxes must contain text or N/A must be selected from
the Ratings drop-down box. Click OK. The CPAR will display in HTML format. Click View CPAR as PDF to view
CPAR in Adobe Acrobat Reader. The Contractor Representative will be notified via e-mail that a CPAR is ready for
review and comment. A message will appear stating that the Contractor Representative has been notified. If a
Contractor Representative has not been assigned by the Focal Point, the CPAR cannot be forwarded to the
contractor. The Assessing Official is now locked out of the CPAR. The Assessing Official may now only view the
CPAR. To return to the Assessing Official Main Menu, click Return to the Main Menu button. Return to the Main
Menu button does not save any information that has been entered.

Update an Incomplete CPAR: This option allows the Assessing Official to update a partially completed CPAR and
send the CPAR to the Defense Contractor Representative. REMEMBER: If the Assessing Official initiated the
CPAR, the Assessing Official Representative(s) will not have access to the CPAR for editing purposes.

To update an incomplete CPAR, the user must be logged on CPARS as an Assessing Official and the Assessing
Official Menu must be displayed. Enter the contract number in the Contract # box and the order number (if
applicable) in the Order # box. Click Update an Incomplete CPAR button and the CPAR will display. Click each
green tab to read or enter information. Aredbar T=— displayed under a green rating tab denotes
information has been entered. NOTE: A partially completed CPAR can also be updated by clicking the To-Do
List and clicking the contract number of the CPAR to be updated.

When the proposed ratings and narratives are ready for the Defense Contractor Representative review and
comment, click Validate and Send to the Contractor button. NOTE: All rating narrative boxes must contain text
or N/A must be selected from the Ratings drop-down box. Click OK. The CPAR will display in HTML format. Click
View CPAR as PDF to view CPAR in Adobe Acrobat Reader. The Contractor Representative will be notified via e-
mail that a CPAR is ready for review and comment. The Assessing Official is now locked out of the CPAR. The
Assessing Official may now only view the CPAR. To return to the Assessing Official Main Menu, click Return to
the Main Menu button. Return to the Main Menu button does not save any information that has been entered.

The Assessing Official may return the CPAR to the Assessing Official Representative for additional comments
and/or clarification if deemed necessary. The Assessing Official Representative will revise the CPAR as requested.
This exchange between the Assessing Official and the Assessing Official Representative may occur until the
Assessing Official is satisfied with the quality of the CPAR. When the Assessing Official is ready for the contractor
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to review and comment on the CPAR, click Validate and Send to the Contractor button. The Defense Contractor
Representative will be notified via e-mail that the CPAR is ready for review and comment. A message will appear
stating that the Defense Contractor Representative has been notified. The Assessing Official is now locked out of
the CPAR for editing purposes, but it is still available for viewing. Click OK button. To return to the Assessing
Official Main Menu, click Return to the Main Menu button. Return to the Main Menu button does not save any
information that has been entered.

Delete an Incomplete CPAR: This option allows the Assessing Official to delete a CPAR that has been initiated,
but not yet sent to the Contractor Representative. To delete an incomplete CPAR, enter the contract number in the
Contract # box and the order number (if applicable) in the Order # box using the Assessing Official Menu. Click
Delete an Incomplete CPAR button. The Delete Record Confirmation Screen displays. Select Confirm Delete
button to remove the contract registration from the CPAR database. Select Cancel Delete and Return to the
Main Menu button to cancel deletion of the CPAR.

Review Contractor Comments or Modify Ratings: This option allows the Assessing Official to review contractor
comments. It is the Assessing Official's decision whether or not to modify the CPAR if the contractor disagrees with
the ratings. If the Assessing Official modifies the CPAR, both the original CPAR and the new CPAR are stored as
separate records in CPARS AIS. The contractor is not allowed to review or comment on the modified ratings. The
Assessing Official then submits the CPAR to the Reviewing Official (if required) for review.

To review contractor comments, the user must be logged on CPARS as an Assessing Official and the Assessing
Official Menu must be displayed. Enter the contract number in the Contract # box and the order number (if
applicable) in the Order # box. Click Review Contractor Comments or Modify Ratings button and a list of
contract numbers will appear. NOTE: For a quick and efficient way to produce the same list, click To-Do List
button and each CPAR that has been reviewed by the Defense Contractor Representative will be identified
with Finalize Ratings under the Action Required column. Click the contract number of the CPAR to be
reviewed or modified. The CPAR will display. The menu options available to the Assessing Official will vary
depending on whether or not the contractor agreed with the ratings. See (1), (2) and (3) below for an explanation.

(1) If the contractor agreed with the ratings, the Assessing Official will be presented with the following menu
options at the bottom of the CPAR: Accept the Ratings and Send to the Reviewing Official, Accept the
Ratings and Close the CPAR, Modify the Ratings and Return to the Main Menu.

Review the Defense Contractor Representative’s comments by selecting the green Ratings tab. If the CPAR
ratings are acceptable, but the Assessing Official requires a review by a Reviewing Official, click Accept the
Ratings and Send to the Reviewing Official button. The Reviewing Official will be notified via e-mail that a
CPAR is ready for review and comment. If the CPAR ratings are acceptable and a Reviewing Official is not
required, click Accept the Ratings and Close the CPAR button. In both cases, a CPAR rating accepted
successfully message appears. Click OK. After accepting the ratings and clicking OK button, a CPAR Process
Feedback screen appears. Select an entry from the <select rating> drop-down box to rate the effectiveness of the
CPAR process in improving communication between the activity and the contractor evaluated. Click Save
Feedback and Return to the Main Menu to return to the Assessing Official Main Menu.

The Assessing Official may opt to Modify the Ratings even though the Defense Contractor Representative agreed
with the CPAR ratings. To modify the CPAR ratings, click Modify the Ratings button and a new Original Ratings
green tab displays providing the Assessing Official with the original ratings and narratives in read only format. To
modify the ratings, click Ratings green tab and input boxes are displayed containing the original ratings and
narratives to be modified. The contractor's comments are displayed in read-only format. After all modifications
have been made to the CPAR, and when a review by the Reviewing Official is required, click Validate and Send to
the Reviewing Official button. The Reviewing Official will be notified by e-mail that a CPAR is ready for review
and comment. A message will appear stating the Reviewing Official has been notified. Click OK. If the Assessing
Official does not require a review by the Reviewing Official, complete the modification process and click Validate
and Close the CPAR button. The CPAR is considered complete without further review. To return to the
Assessing Official Main Menu, click Return to the Main Menu button. Return to the Main Menu button does not
save any information that has been entered.
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(2) If the contractor disagreed with the ratings, the Assessing Official will be presented with the following menu
options: Accept the Ratings and Send to the Reviewing Official, Modify the Ratings, and Return to the Main
Menu. NOTE: These menu options will also be presented to the Assessing Official when the Defense Contractor
Representative does not provide comments within 30 days and the government exercises its right to complete the
CPAR without contractor comments. In addition, the green Original Ratings tab will display.

The Defense Contractor Representative’s comments may be reviewed by clicking either the green Ratings tab or
green Original Ratings tab. If modifications are necessary, click Modify the Ratings button and then click the
green Ratings tab and the input screen will display. If the Assessing Official deems the ratings acceptable, a
review by a Reviewing Official is required and the Assessing Official will click Validate and Send to the Reviewing
Official button. The Reviewing Official will be notified via e-mail that a CPAR is ready for review and comment. A
message will appear stating the Reviewing Official has been notified. Click OK button.

However, if the Assessing Official begins modifying the CPAR, but is unable to complete all necessary changes, all
entered data can be saved by clicking Save Data button. To return to the Assessing Official Main Menu without
saving any information, click Return to the Main Menu button. The Return to the Main Menu button does not
save any information that has been entered.

After sending the CPAR to the Reviewing Official and clicking OK, a CPAR Process Feedback screen appears.
Select an entry from the <select rating> drop-down box to rate the effectiveness of the CPAR process in improving
communication between the activity and the contractor evaluated. Click Save Feedback and Return to the Main
Menu button to return to the Assessing Official Main Menu.

View/Print CPARSs: This option allows the Assessing Official to view a CPAR, but not modify any of the information
entered on the form. To view a CPAR, the user must be logged on CPARS as an Assessing Official and the
Assessing Official Main Menu must be displayed. Enter a contract number in the box identified as Contract # and
enter the order number (if applicable) in the box identified as Order #. Click View/Print CPARSs button. If multiple
CPARs have been generated, a list of CPARs displays. Click the contract number of the CPAR to be viewed. The
CPAR will display in HTML format. Click View CPAR as PDF to view CPAR in Adobe Acrobat Reader. Once the
CPAR has been displayed, the user is able to scroll through the report and/or print the report on a local printer. To
return to the Assessing Official Main Menu, click Close button.

To-Do List: This option is a fast and efficient means for the Assessing Official to see the CPARs that are awaiting
action. Click To-Do List button from the Assessing Official Main Menu. A list of CPARs will display. Select the
appropriate contract number to complete the action required.

CPAR Status Report: This option allows the Assessing Official to track the progress of CPARs. It will provide
CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report Section.)

Contract Status Report: This option allows the Assessing Official to build custom reports to help monitor CPAR
status by contract number using various search options. (See CPAR Report Section.)
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Change User Profile/Switch Access Level: This option allows the user to switch roles (if assigned multiple user
roles), to Change User Information, Change User Preferences (allows users to choose optional e-mail
notifications), and to Change Login Password (required every 90 days). To change user information, click Change
User Profile/Switch Access Level button from the Assessing Official Main Menu. The User Profile Menu will
display.
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Access Level drop-down box allows the user to switch user role. If the user is assigned multiple roles, the drop-
down box will contain all assigned multiple roles. To switch roles, select the desired role from the Access Level
drop-down box and click Switch button. The switched role will display. NOTE: The selected role will remain until a
new role switch has been performed by the user.

To change user information, click Change User Information button and the User Information Screen displays.
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Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Assessing Official to continue other change profile options.
Return to the Main Menu button returns to the Assessing Official Main Menu.
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To receive e-mail notification as the CPAR moves through the workflow process, click Change User
Profile/Switch Access Level button from the Assessing Official Main Menu and the User Profile Menu display.
Click Change User Preferences button and the User Preferences Screen displays.
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Mandatory notification is displayed with a pre-selected radio button (Drafted by Assessing Official/Rep. and
Reviewed by Contractor). Select additional email notifications that the user would like to receive. A check will
appear in all selected boxes. Click Save Preferences button and the confirmation pop-up screen will display.
Click OK button.

Return to the User Profile Menu button allows the Assessing Official to continue other change profile options.
Return to the Main Menu button returns to the Assessing Official Main Menu.

To change the Assessing Official login password, click Change User Profile/Switch Access Level button

from the Assessing Official Main Menu and the User Profile Menu display. Click Change Login Password button
and the Change Login Password Screen displays.
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Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 — 15 characters consisting
of letters and numbers. Re-enter the new password in the Confirm New Password: box.
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NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Assessing Official to continue other change profile options.
Return to the Main Menu button returns to the Assessing Official Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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Defense Contractor Representative

The Defense Contractor Representative is responsible for reviewing and commenting on proposed ratings for
CPARs submitted by the Assessing Official and pertaining to the work performed by the defense contractor's
company. The Defense Contractor Representative has 30 days to respond.

CPARS - Contractor Rep

Coniract #:

[nput CPAR Corarents

hiavize Tser Profile
get Feedhack
| gﬂff

Input CPAR Comments: This option allows a Defense Contractor Representative to review proposed
ratings/narratives for CPARs forwarded by the Assessing Official. The Defense Contractor Representative should
review and comment on proposed ratings/narratives no later than 30 days from the date the Assessing Official
forwards the CPAR. If the Defense Contractor Representative does not provide comments within the 30-day
period, the government may complete the CPAR without Defense Contractor Representative comments. Within
seven days of receiving the CPAR, the Defense Contractor Representative may request a meeting with the
government to discuss the CPAR.

To input comments the Defense Contractor Representative must be logged on CPARS as a Defense Contractor
Representative and the Defense Contractor Representative Menu must be displayed. Enter the contract number in
the Contract # box and the delivery order number (if applicable) in the Order # box. Click Input CPAR Comments
button. A list of contract numbers will appear. NOTE: For a quick and efficient way to produce the same list,
click To-Do List button.

When either option is selected, click the contract number of the CPAR to be reviewed and a copy of the CPAR will
display (blocks 1-21 will display in read only format). Use the green tabs to review the proposed ratings and
narratives. Ared bar =& displayed under the green Ratings tab denotes areas to be reviewed. After
reviewing the CPAR, the Defense Contractor Representative is able to comment on the Assessing Official's
proposed ratings and narratives (input box is located directly under each Assessing Official narrative). After the
CPAR has been reviewed and comments made, the Defense Contractor Representative clicks the green
Contractor Representative tab and completes the required input boxes. If additional comments are deemed
necessary, enter comments in Contractor Representative Comments box. It is required to make a selection from
the Select Concurrence drop-down box and complete Name and Title of Contractor Representative input
boxes.

When the Defense Contractor Representative has completed entering required information into the Contractor

Representative tab, click Validate and Send to the Assessing Official button to save the information to the
database and to return the CPAR to the Assessing Official.
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The Assessing Official will be notified by e-mail that a CPAR is ready for review and comment. A message will
appear stating that the Assessing Official has been notified. Click Ok button. The Defense Contractor
Representative is now locked out of the CPAR until the CPAR process is completed.

To save partially completed comments and information in block 23, click Save Data. To return to the Defense
Contractor Representative Main Menu, click Return to the Main Menu. Return to the Main Menu button does not
save any of the information that has been entered.

View/Print CPARSs: This option allows the Defense Contractor Representative to view specific CPARs such as
CPARSs ready for review and comment by the contractor, or completed CPARS. It does not allow changes to any of
the information entered on the form.

To view a CPAR, the user must be logged on CPARS as a Defense Contractor Representative and the Defense
Contractor Representative Menu must be displayed. Enter a contract number in the Contract # box and the
delivery order number (if applicable) in the Order # box. Click View/Print CPARSs button.

If multiple CPARs have been generated, a list of CPARs displays. Click the contract number of the CPAR to be
viewed. The CPAR will be displayed in HTML format. Click View CPAR as PDF to view CPAR in Adobe Acrobat
Reader. Once the CPAR is displayed, the user is able to scroll through the entire report and/or print the entire
report on a local printer. To return to the Defense Contractor Representative Main Menu, click Return to the Main
Menu button.

To-Do List: This option is a fast and efficient means for the Defense Contractor Representative to see what
CPARs are ready for the Defense Contractor Representative’s review and comment. Click To-Do List button from
the Defense Contractor Representative Menu. A list of CPARs will display. Select the appropriate contract number
to complete the action required.

CPAR Status Report: This option allows the Defense Contractor Representative to track the progress of assigned
CPARs. It will provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR
Report Section.)

Contract Status Report: This option is designed to track the status of contracts. The report will show whether an
assigned CPAR is current, due, overdue, final or undetermined for all contracts the user has in CPARS. It can be
run to provide statistics (counts) or as a life cycle status report (list of CPARs). (See CPAR Report Section.)

Change User Profile: This option allows the user to Change User Information, Change User Preferences (allows
users to choose optional e-mail notifications), and to Change Login Password (required every 90 days). To change
user information, click Change User Profile button from the Defense Contractor Representative Main Menu. The
User Profile Menu will display.

CPARS
User Profile Menu
. hiange Taer Indormation
. hiange Tzer Preferences
| [chanee Login Passwor

Click Change User Information button and the User Information Screen displays.
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Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Defense Contractor Representative to continue other change
profile options. Return to the Main Menu button returns to the Defense Contractor Representative Main Menu.

To receive e-mail notification as the CPAR moves through the workflow process, click Change User Profile
button from the Defense Contractor Representative Main Menu and the User Profile Menu display. Click Change
User Preferences button and the User Preferences Screen displays.
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Mandatory notification is displayed with pre-selected radio buttons (Rated by Assessing Official and Completed by
the Assessing /Reviewing Official). Select the desired email notifications that the user would like to receive. A
check will appear in all selected boxes. Click Save Preferences button and the confirmation pop-up screen will
display. Click OK button.

Return to the User Profile Menu button allows the Defense Contractor Representative to continue other change
profile options. Return to the Main Menu button returns to the Defense Contractor Representative Main Menu.

To change the Defense Contractor Representative login password, click Change User Profile button from the

Defense Contractor Representative Main Menu and the User Profile Menu display. Click Change Login
Password button and the Change Login Password Screen displays.
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Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 — 15 characters consisting
of letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Defense Contractor Representative to continue other change
profile options. Return to the Main Menu button returns to the Defense Contractor Representative Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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Reviewing Official

The Reviewing Official (if required by the activity) is responsible for ensuring that the CPAR is a fair and accurate
assessment of the Defense Contractor's performance during the evaluated rating period. This level is required if
the Defense Contractor Representative does not concur with the ratings/narratives provided by the
Assessing Official, or if the Defense Contractor Representative does not respond to the CPAR.
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Input CPAR Comments: This option allows a Reviewing Official to review proposed ratings/narratives provided by
the Assessing Official and responses of the Defense Contractor Representative. The CPAR is forwarded to the
Reviewing Official from the Assessing Official. The Reviewing Official reviews and comments on the
ratings/narratives, and enters name, title, organization and code, and phone number to complete the CPAR
process.

To review and input comments, the Reviewing Official must be logged on CPARS as a Reviewing Official and the
Reviewing Official Menu must be displayed. Enter the contract number in the contract # box and the delivery order
number (if applicable) in the Order # box. Click Input CPAR Comments button. A list of contract numbers will
appear. NOTE: For a quick and efficient way to produce the same list, click To-Do List button from the
Reviewing Official Main Menu. Required fields are denoted with a red asterisk. The Blue Question Mark (?)
designates online help availability.

When either option is selected, click the contract number of the CPAR to be reviewed and a copy of the CPAR wiill
display (blocks 1-23 will be in read only format). Select the green tabs to review the proposed ratings and
narratives. Ared bar —a— displayed under the green Ratings tab denotes areas to be reviewed. After
reviewing the CPAR, the Reviewing Official is able to comment on the Assessing Official's proposed ratings and
narratives and the Defense Contractor's comments. After the CPAR has been reviewed, the Reviewing Official
clicks the green Reviewer tab and enters comments in the Reviewing Official Comments box. It is required to
complete Name and Title, Organization and Code input boxes.

When required information has been entered, the Reviewing Official selects Validate and Close the CPAR button
to save the Reviewing Official’'s comments to the database. The Focal Point will be notified via e-mail that the
CPAR has been closed and is ready for source selection. A message will appear stating that the Focal Point has
been notified. Click Ok button.

To save partially completed comments, click Save Data button. To return to the Reviewing Official Main Menu,

click Return to the Main Menu button. Return to the Main Menu button does not save any of the information that
has been entered.
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View/Print CPARSs: This option allows the Reviewing Official to view a CPAR, but not change any of the
information entered on the form. To view a CPAR, the user must be logged on CPARS as a Reviewing Official and
the Reviewing Official Menu must be displayed. Enter a contract number in the box identified as Contract # and
enter the order number (if applicable) in the box identified as Order #. Click View/Print CPARSs button. If multiple
CPARs have been generated, a list of CPARs displays. Click the contract number of the CPAR to be viewed. The
CPAR will be displayed in HTML format. Click View CPAR as PDF to view CPAR in Adobe Acrobat Reader. Once
the CPAR is displayed, the user is able to scroll through the entire report and/or print the entire report on a local
printer. To return to the Reviewing Official Main Menu, click Return to the Main Menu button.

To-Do List: This option is a fast and efficient means for the Reviewing Official to see what CPARs are ready for the
Reviewing Official's review, comment, and closure. Click To-Do List button from the Reviewing Official Menu. A
list of pertinent CPARSs will display. Select the appropriate contract number to complete the action required.

CPAR Status Report: This option allows the Reviewing Official to track the progress of assigned CPARs. It will
provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report Section.)

Contract Status Report: This option is designed to track the status of contracts. The report will show whether an
assigned CPAR is current, due, overdue, final or undetermined for all contracts the user has in CPARS. It can be
run to provide statistics (counts) or as a life cycle status report (list of CPARs). (See CPAR Report Section.)

Change User Profile/Switch Access Level: This option allows the user to switch roles (if assigned multiple roles),
Change User Information, Change User Preferences (allows users to choose optional e-mail notifications), and to
Change Login Password (required every 90 days). To change user information, click Change User Profile/Switch
Access Level button from the Reviewing Official Main Menu. The User Profile Menu will display.
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Access Level drop-down box allows the user to switch user role. If the user is assigned multiple roles, the drop-
down box will contain all assigned multiple roles. To switch roles, select the desired role from the Access Level
drop-down box and click Switch button. The switched role will display. NOTE: The selected role will remain until a
new role switch has been performed by the user.
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To change user information, click Change User Information button and the User Information Screen displays.

CPARS

User Information
(fields identified with ®  aye requived)
* UserName: |uF BETA TESTER 7

* Froail Address: |marceauej@navsea.naw.miI
* hetiity Name: (i ay/SEA TESTING
* Street Address: |1 53 WATERGATE
= (ity, State, Fip: ISEASDE.MA
= Corarercial Phone # [111-301-9532
FAX # |
DSH Phone #|

. Rave [Taer Information
. Feturn to the User Profile Ivlenn
. Feturn to the Ilaim lenn

Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Reviewing Official to continue other change profile options.
Return to the Main Menu button returns to the Reviewing Official Main Menu.

To receive e-mail notification as the CPAR moves through the workflow process, click Change User
Profile/Switch Access Level button from the Reviewing Official Main Menu and the User Profile Menu displays.
Click Change User Preferences button and the User Preferences Screen displays.

CPARS Practice

User Preferences

Send Email Notification when a CPAR is...
[T Iuitiated by A ssessing Official Fep.
[T Drafted by Assessing Official / Rep.
[T Rated by Lssessing Official
[T Reviewed by Contractor
% Finalized by Agsessing Official
V¥ Carapleted by Assessing Official

ane Preferences

. Fetwn to the Tzer Profile Ienn
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Mandatory notification is displayed with a pre-selected radio button (Finalized by Assessing Official). The default is
designated by a check (Completed by Assessing Official). Select the desired email notifications that the user would
like to receive. A check will appear in all selected boxes. Click Save Preferences button and the confirmation
pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Reviewing Official to continue other change profile options.
Return to the Main Menu button returns to the Reviewing Official Main Menu.

To change the Reviewing Official login password, click Change User Profile/Switch Access Level button from

the Reviewing Official Main Menu and the User Profile Menu display. Click Change Login Password button and
the Change Login Password Screen displays.

CPARS Practice

Change Login Password B

Current Passmrd:l
Mewr Pagswrord: I
Confirn Newr Passwu:nrd:l

. Rave Passwrond

. Feturn to the Uszer Profile henn

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 - 15 characters consisting of
letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Reviewing Official to continue other change profile options.
Return to the Main Menu button returns to the Reviewing Official Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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Command POC/CMB Member

This level of access allows the Command POC/CMB Member to assign User IDs and passwords to Senior
Command Officials/Acquisition Program Managers. It also allows the Command POC/CMB Member to view status
reports in CPARS. The Command POC/CMB Member access is granted only upon completion of a signed CPARS
Command POC/CMB Member Access Request Form.

CPARS - Command POC/CMB Member

Rerinr Corenand Official Access Anthonzation

harge User Profile
zer Feedhack

Logoff’

Senior Command Official Access Authorization: This option is used by Command POC/CMB Member to
provide Senior Command Officials/Acquisition Program Managers (APMs) access to CPARS, modify existing user
accounts by user name and to view existing users. To provide access to CPARS, the Command POC/CMB
Member completes an Access Authorization Matrix (described below). Completion of an Access Authorization
Matrix is required for all Senior Command Official Access Authorization personnel.

Create New User Access: To provide access to a new user or contract, click Senior Command Official Access
Authorization button from the Command POC/CMB Member Main Menu. Click Create New User Access
button from the Senior Command Official Access Authorization Menu.

CPARS

Senior Command Official Access Authorization Menun

. reate Mew User Access

. Iodify Exsting User &ecess by User
. lew Fuisting User Lecess

. Fetwrn to the Tlain hlenm
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The CPARS Senior Command Officials Authorization Matrix displays.

CPARS - Senior Command Officials Authorization Matrix
Enter Senior Command Official User(s):

Serdor Corunand Officials will be able to wiew Status Reports for CPARs within their AFMis).

1. Select an exgsting User below and click [Select] 2. Select an AP below and click [&d4d] to
to give that user access to the selected APTVI give the user access to the selected APV

[(Select User =l ‘v’iewl |(SelectAPM) =]

ot Enter a new User:
e Hobert Swath fenfer afpha characters onip)

User Mame: J’J.Ph@:

| - Select Add | Delete |
| - Select " add| Delete |
| ~ Select " add| Delete |
| ~ Select [ add| Delete |

reate [Taer bocess Ivlatrix
lear &11 Diata
tnrn to the Beocess Buthorzation el

trh to the Ivlain Ivlerm

The Command POC/CMB Member may select an existing User from the (Select User) drop-down box. The View
button provides user profile information on existing users listed in the drop-down box. Select desired existing user,
and click Select button to give that existing user access to the selected APM. Select an APM from the (Select
APM) drop-down box and click ADD button to the give the user access to the selected APM. Enter a new user
name in the User Name box (DO NOT CLICK Select button) and select an APM from the (Select APM) drop-down
box. Click ADD button to give the user access to the selected APM. To delete an APM from the APM box,
highlight the APM and click Delete button.
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After all entries have been selected/entered, click Create User Access Matrix button. A user Senior Command
Official Authorization Matrix displays.

Senior Command Official Authorization Matrix

Flease rewview the following Serdor Cormand Official Blatr:

User Name |User Type | APM({s)

JOHH SHEAD  |Hew FEO(STURY;
ATICELOU Hewr FEO(STURY;
JEDES JONES |Hew FEO(SURS;

Review the information for accuracy. To modify incorrect information, click Modify Access Matrix to Correct
Mistakes button and the CPARS Senior Command Officials Authorization Matrix again displays. Make the
necessary corrections. If the information entered is correct, the Command POC/CMB Member clicks Authorize
Access to these Senior Command Officials and a Senior Command Official Authorization Matrix displays
providing User Name, User ID, Password, Status, User Type and APM(s). It is advisable to print the information
and notify users of CPARS generated User ID and Password. Click Return to the Main Menu to return to the

uthorize Access to these Sendor Corumand Officials
odify Aecess Ilatrix to Comect Ilistakes

twn to the Ilain Ifenu

Command POC/CMB Member Main Menu.

Senior Command Official Authorization Matrix
L coess hias heen anthorized for the following Senior Cornand Official nsers to the associated &PTvIs.
Pleaze print this page and infor the rews nsers of their nserid and password settings.
These users will be required to change their passwords the first tire they login to the application.

User Name |User Id |Password |Status * |User Type | APMIis)

JOHH SHEAD |PYISNEL |4UziGwEH | Authorized |Hew PEO(STTR;
ATICELOU PRALOT  |GzpisiRT |Luthorzed |Hew PEO(SUTR;
JEWES IOHES |PEITONE |EcBHPLE |Authorized |Hew PEO{STTR;

* Woate: if the Status indicates Failed, please contact the customer support desk for assistance.

turn to the Access Authonzation hlen

turn to the Blain hlenn

Modify Existing User Access by User: This option allows the Command POC/CMB Member to change the role(s)

of existing users, or to remove access of individual(s) who are reassigned and no longer involved with CPARs.
Click Senior Command Official Access Authorization button from the Command POC/CMB Member Main
Menu. Click Modify Existing User Access by User button and CPARS Access Authorization Screen displays.
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CPARS Practice - Access Authorization

Senior Command Officials Authorized by You:
USER NAME USERID APM(s)

[Delete User] [Modify User] BETA TESTER B AFCPARB

USAFE
[Delete User] [Modify User] BRAIR RABBIT ~ BRABB

USAFE
[Delete User] [Modify User] FRED FLINTSTONE P$SFFLIN

AFMC AAC

AFMC HQ

AFMC WR-ALC

Return to the Access Authorization Men

Return to the Main Menu

Users Authorized by You: matrix:

[Delete User] - Deletes user from the database. Click [Delete User] and a Remove all access and delete user
matrix displays.

Bemove all access and delete the following user from CPARS:

USER HAME |USER ID | APMs)

BARBERUTH|BEUTH | AFMC AAC
LENC A5C
LEFWIC WER-ALC

elete TTaer
turn to the &eccess Buthorzation Ivlenm)

turn to the Ilain Ilenn

Click Delete User button and a pop-up message displays. Click OK button returns user to the Modify Existing User
Menu. Return to the Access Authorization Menu button allows the Command POC/CMB Member to continue

other access authorization options. Return to the Main Menu button returns to the Command POC/CMB Member
Main Menu.
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[Modify User] — modifies the existing APM. Click [Modify User] and the Senior Command Official Authorization
Matrix screen displays. Select the appropriate new APM from the Select an APM drop-down box and click ADD
button to give the user access to the new selected APM. The new APM will appear in the New APM(s) box. If the
incorrect APM was selected, highlight the incorrect APM in the New APM(s) box and click Remove button.
Reselect the correct APM from the Select an APM drop-down box and click Add button. If the current APM is no
longer desired, highlight the APM in the Current APM box and click Delete button. The deleted APM will appear in
the Deleted APM(s) box. If an incorrect APM is selected for deletion, highlight and click Undelete button. The
APM will reappear in the Current APM(s) box.

CPARS - Senior Command Official Authorization Matrix
KModify Senior Command Official Access:

Serior Corrnand Officials will be sble to view Status Reports for CPARS within their APW(s).
Oser Wame: JOFE BLEDSOE

1. To add user access to an API, Select an AP below and click [&dd].

Selectan APM:[2E 4 g1 = Add »> | New APMG): [SE4 (12
<< Remaowve | SEAT

2. To reraove cwrrent wser access to an AP, Select an AP from the Carrent AFMs and click [Delete].

Current APM(s): Delete >» | Deleted APM(Gs): [PEC[AC)
<< Lndelete |

odifyy User Lecess

turn to the Access Authorization Ilemm

turn to the Ivlam Ilerm

After all modifications have been entered, click Modify User Access button. The Senior Command Official
Authorization matrix displays.

Senior Command Official Authorization Matrix
Please review the following Sexdor Corarvand Official Watri:

User Mame User Type | APMis) Delete APMKs)
JOEBLEDSOE |Ewdsting |SE& 02;5EA 91; |[PEO{LCY,

uthorize Lecess to these Senior Comavand Officials
odifyy &ccess Matrix to Correct Mistakes
turn to the Ilain lemm

51



Review the Authorization matrix and if the information is correct, click Authorize Access to these Senior
Command Officials button. To correct mistakes, click Modify Access Matrix to Correct Mistakes button and
correct entries. Return to the Main Menu button returns to the Command POC/CMB Member Main Menu.

[User Name] — Allows the Command POC/CMB Member to view the user profile. Click [User Name] to see the
user profile. Click Close button to return to previous screen.

View Existing User Access: This option produces a list of users who have been granted CPARS access by a
particular Command POC/CMB Member. Click Senior Command Official Access Authorization button from the
Command POC/CMB Member Main Menu. Click View Existing User Access button and the Senior Command
Officials Authorized by You: report displays.

CPARS Practice - Access Authorization
Senior Command Officials Authorized by You:

(Click on a user name fo view their profile information.)

USER NAME USER ID LAST LOGON DATE APM(s)
BETA TESTER B AFCPARB 12/15/2004

USAFE
BRAIR RABBIT BRABB  01/05/2001
USAFE
FRED FLINTSTONE PS$FFLIN NEVER
AFMC AAC
AFMC HQ

AFMC WR-ALC

Return to the Access Authorization Men

Return to the Main Menu

This report displays User Name, User ID, Initial Password, Last Logon Date and APM(s). Please note that the list
provides each user’s initial password. Passwords modified by the user will be displayed as three asterisks ***.

User Name — Allows the Command POC/CMB Member to view the user profile. Click User Name to see the user
profile. Click Close button to return to previous screen.

Return to the Access Authorization Menu allows the Command POC/CMB Member to perform other access
authorization options. Return to the Main Menu returns to the Command POC/CMB Member Main Menu.
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CPAR Status Report: This option allows the Command POC/CMB Member to track the progress of CPARs. It will
provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report Section.)

Contract Status Report: This option allows the Command POC/CMB Member to build custom reports to help
monitor CPAR status by contract number using various search options. (See CPAR Report Section.)

Ratings Metrics Report: This option allows the Command POC/CMB Member to monitor completed CPAR ratings
metrics provided by the CPAR system. (See CPAR Report Section.)

Processing Times Report: This option allows the Command POC/CMB Member to view a years worth of data
pertaining to CPAR processing times. (See CPAR Report Section.)

Change User Profile: This option allows the user to Change User Information and to Change Login Password
(required every 90 days). To change user information, click Change User Profile button from the Command
POC/CMB Member Main Menu. The User Profile Menu will display.

CPARS

User Profile hMenu

. hange Uzer Information

. havge Login Password
. Return to the Ilain hienu

Click Change User Information button and the User Information Screen displays.

CPARS

User Information
(fields identified with ®  aye requived)

* UserName: |uF BETA TESTER 7
* Froail Address: |marceauej@navsea.naw.miI
* hetiity Name: (i ay/SEA TESTING
* Street Address: |1 53 WATERGATE
= (ity, State, Fip: ISEASDE.MA
= Corarercial Phone # [111-301-9532
FAX # |
DSH Phone #|

. Rave [Taer Information
. Feturn to the User Profile Ivlenn
. Feturn to the Ilaim lenn

Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.
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Return to the User Profile Menu button allows the Command POC/CMB Member to continue other change profile
options. Return to the Main Menu button returns to the Command POC/CMB Member Main Menu.

To change the Command POC/CMB Member login password, click Change User Profile button from the

Command POC/CMB Member Main Menu and the User Profile Menu display. Click Change Login Password
button and the Change Login Password Screen displays.

CPARS Practice

Change Login Password &

Crrent Passwu:nrd:l

Mew Password: I

Confirm MNewr Passuﬂ:urd:l

. Fave Pasaword

. Feturn to the User Profile Ivlenn
. Feturm to the Iain Ilenn

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 —15 characters consisting of
letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Command POC/CMB Member to continue other change profile
options. Return to the Main Menu button returns to the Command POC/CMB Member Main Menu.

User Feedback: This option allows the system users to provide problem, enhancement and/or policy comments for
the CPAR system. (See CPAR Report Section.)
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Senior Command Official or Designated Representative

A Senior Command Official or Designated Representative is a senior level position who manages acquisitions of
major programs, products or services. This level includes the Program Executive Officer (PEO), Direct Reporting
Program Manager (DRPM), Systems Command Directorate, or Major field activity C.O. This access level allows
Senior Command Officials to quickly view a list of CPARs pertaining to a specific APM or to see the status of a
particular CPAR in the system.

CPARS - Senior Command Official

ger Feedback
|y gljff

To-Do List: This option is a fast and efficient means for the Senior Command Official to monitor the status of
specific CPARs in the system. Click To-Do List button from the Senior Command Official Main Menu. A To-Do

List Parameter screen displays. Select the desired parameters and sort option, if required, and click Show To-Do

List button. Return to the Main Menu returns to the Senior Command Official Main Menu.

CPARS

To-Do List Parameters

@ Include A1

' Limit by Coniract Number: I

' Limit hy User: (Select from List) 7
' Limithy CAGE Code: (Select from List) =

Sorthy : (13| Contract Numherj
(2 iNone) j
(3 (Maone) j

Fetmn to the Main Ienn

. Fhowr To-Dio List
B
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A list of the Senior Command Official’s selected CPARs for the specific APM will display.

CPARS Practice - To-Do List

CONTRACT NUMBER CAGE CODE PERIOD OF PERFORMANCE ROLE ACTION REQUIRED ASSIGNED USER
1451120040017 0001 CPARS Q272003 020152004 Contractor Input Coreanents (Started) 02m2r2004 BETS TESTER. 4
1451120040017 0001 CPARS Q272003 020152004 Contractor Input Coreanents (Started) 02022004 BILLY BOR
14511200D00a00 CPARS 0772802003 072752004 Lugsessing Official Hate, Send to Contractor BETS TESTER. 3
14511200D0000 CPARS 0772202003 0772752004 Lussessing Official Rate, Send to Contractor BETA TESTER B
1451120000000 CPARS 0772802003 0772752004 Lussessing Offivial Rate, Send to Contractor JOHHNY ROTTEM
1451120101111 0001 CPARS 0371002004 0373152004 Lussessing Offivial Rate, Send to Contractor BETA TESTER. 3
1451120101111 0001 CPARS 0371002004 0373152004 Lussessing Offivial Rate, Send to Contractor BETA TESTER B
451120101111 0001 CPARS 0371002004 0373152004 Lugsessing Official Hate, Send to Contractor JOHHNHY ROTTEM

451120300001 CPARS 0170142003 020152003 Resiewing Official Input Corearents, Close CPAR. 0971802003 BETS TESTER &
451120351004 CPARS 0170172000 1272152001 Resiewing Official Input Corearents, Close CPAR. 0372502004 BETS TESTER &
H4511228C1111 1111 CPARS 017152002 0171462003 Lugsessing Offivial Fep Update, Send to Assessing Official 040152003 BETA TESTERZ
M4511228C1111 1111 CPARS 017152002 0171462003 Ligsessing Official Rep Update, Send to Assessing Official 040152003 ERICS BEMTLY
1451125600900 9900 CPARS 010172000 1273152000 Lissessing Official Rep Update, Send to Assessing Official 0402252003 BETA TESTERZ
1451125600900 9900 CPARS 010172000 1273152000 Ligsessing Official Rep Update, Send to Assessing Official 0472202003 ERICS BEMTLY

14511207C8051 CPARS 060101997 120171997 Lugsessing Official Rate, Send to Contractor BET# TESTER 3
H4511207C8051 CPARS 06011997 120101907 Lugsessing Official Hate, Send to Contractor BETA TESTER.E
H4511207C8051 CPARS 06011997 120101907 Lugsessing Official Hate, Send to Contractor JOHHNHY ROTTEM

45112080004 CPARS 0173001993 09/30/2001 Lugsessing Official Fep Update, Send to Assessing Official 1072352003 BETA TESTERZ
F451 12080004 CPARS 0173001998 0973002001 Ligsessing Official Rep Update, Send to Assessing Official 1072302003 ERICA BEMTLY

M45112T982010 CPARS 02011998 07/3111999 Assessing Official Bate, Send to Contractor BETA TESTER. 3
M45112T982010 CPARS 02011998 07/3111999 Assessing Official Bate, Send to Contractor BETA TESTER B
M45112T982010 CPARS 02011998 07/3111999 Assessing Official Bate, Send to Contractor JOHHMY BOTTEM

turn to the To-Dio List Pararmeters

turn to the Ilain Ilenu

This report displays Contract Number, CAGE Code, Period of Performance, Role, Action Required, Assigned and
User.

User Name — Allows the Senior Command Official to view the user profile. Click User Name to see the user profile.

Click Close button to return to previous screen.

Return to the To-Do-List Parameters button allows the Senior Command Official to generate additional reports.
Return to the Main Menu returns to the Senior Command Official Main Menu.

CPAR Status Report: This option allows the Senior Command Official to track the progress of CPARs. It will
provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report Section.)

Contract Status Report: This option allows the Senior Command Official to build custom reports to help monitor
CPAR status by contract number using various search options. (See CPAR Report Section.)

Ratings Metrics Report: This option allows the Senior Command Official to monitor completed CPAR ratings
metrics provided by the CPAR system. (See CPAR Report Section.)

Processing Times Report: This option allows the Senior Command Official to view a years worth of data
pertaining to CPAR processing times. (See CPAR Report Section.)
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Change User Profile: This option allows the user to Change User Information, Change User Preferences (allows
users to choose optional e-mail notifications), and to Change Login Password (required every 90 days). To change
user information, click Change User Profile button from the Senior Command Official Main Menu. The User
Profile Menu will display.

CPARS

User Profile BMenu

. hiange User Indormation
. hiange User Preferences
. hange Login Password

Click Change User Information button and the User Information Screen displays.

CPARS

User Information

(Relds idennified with ®  are required)
* UserMame: (o F BETA TESTER. 7

= Ernail fuddress: |marceauej@navsea.naw.miI
= Aotivity Nawe: [ a/SEA TESTING
= street Addiess: |53 yWATERGATE
= City, State, Zip: [SEASIDE MA
= Corarercial Phome #: [111-301-8532
FuX # |
DSH Phone #|

. Fane Uger Information
. Feturn to the User Profile Ivlenn
. Feturn to the Inlan Ilenn

Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Senior Command Official to continue other change profile
options. Return to the Main Menu button returns to the Senior Command Official Main Menu.

To receive e-mail notification as the CPAR moves through the workflow process, click Change User Profile

button from the Senior Command Official Main Menu and the User Profile Menu displays. Click Change User
Preferences button and the User Preference Screen displays.
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CPARS Practice

User Preferences

Send Email Motification when a CPAR is...

[ Ciue and has not been started

ane Preferences
Feturn to the User Profile Ivlenn

Fetrn to the Main Ilenn

Select the available email notification. A check will appear in the selected box. Click Save Preferences button and
the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Senior Command Official to continue other change profile
options. Return to the Main Menu button returns to the Senior Command Official Main Menu.

To change the Senior Command Official login password, click Change User Profile button from the Senior

Command Official Main Menu and the User Profile Menu display. Click Change Login Password button and the
Change Login Password Screen displays.

CPARS Practice

Change Login Password B

Current Passmrd:l
Mewr Pagswrord: I
Confirn Newr Passwu:nrd:l

. Rave Passwrond

. Feturn to the Uszer Profile henn
. Feturn to the IWain henn

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 — 15 characters consisting
of letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Senior Command Official to continue other change profile
options. Return to the Main Menu button returns to the Senior Command Official Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for
the CPAR system. (See CPAR Report Section.)
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Senior Contractor Representative

The Senior Contractor Representative level of access allows an authorized corporate official designated as the
Senior Contractor Representative to view specific completed CPARs. CPARS access authorization for the Senior
Contractor Representative must be initiated via written request by the company’s corporate office to the Naval Sea

Logistics Center Detachment Portsmouth New Hampshire.

CPARS Practice - Senior Contractor Rep

iewiPrint Corapleted CPARs

iew Contractor Beps

Ratings Iletrics Report
hiange User Profile
ser Feedback

| gljff

View/Print Completed CPARSs: This option allows the Senior Contractor Representative to view the corporation’s
completed CPARs. To view a completed CPAR, the user must be logged on CPARS as a Senior Contractor
Representative and the Senior Contractor Representative Menu must be displayed. Click View/Print Completed

CPARs button and the View/Print Completed CPARs qualifier screen displays.

CPARS

ViewPrint Completed CPARSs
Enter one or more of the following qualifiers:

Contract Nmnher:l
Business Sector/Subsector:| Al |
Acquisition Program Manager:| 4| |
CAGE Code:| A | i

Order Number: I

=

list

Sorthy : (1) Contract Mumber

(2} (Mone) j
(3} (Mone)

List the CPA&Fs that Ileet these Cualifiers
lear all Data

Select the
appropriate
qualifiers
and click
List the
CPARs
that Meet
these
Qualifiers
button. A
of
completed
CPARS will
display.
Click the
contract
number of
the CPAR
be viewed
and the
completed
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CPAR will display.

The CPAR will display in HTML format. Click View CPAR as PDF button to view CPAR in Adobe Acrobat Reader.

Once the CPAR is displayed, the user is able to scroll through the entire report and/or print the entire report on a

CONTRACT NUMEBER FERIOD OF FERFORMANCE CAGE CODE DUNS

FRa14101C1330
FBal4] 22C0002
FR&141 DEMMIS0L
FRa141 DENMIS0L
FR&141 DEMMIS0L
FBa14] DENHIS0L
FBa14] DEMHIS0A
FRal4] DENHIS0E
FRa141 DEMHIS0S
FRa141 DENNIS1
FRa141 DEWHNIS1O0
FR&141 DENMISE
FRa141 DHOTEQL

CPARS - View/Print Completed CPARSs
(Selact @ Confract Mumber below fo viewSprint the CPAR record)

12m1r2001
04012001
0911 52002
112572002
112272002
10/30/2000
01022002
0973002002
0210172002
1012002
0171002002
1012002
0141502000

M4511256C0044 0001 09012001

12m1/2002
03r3102002
1172172002
121372002
0151402003
1002172002
12mér2002
1273172002
123172002
1172172002
1273072002
1172172002
0ér1 502000
DEr30/2002

71905
71905
71905
71905
71905
71905
71905
71905
71905
71905
71905
71905
71905
71905

turm to the ViewPrint CF&Fs Qualifier Ifen

turm to the Ilain Iienn

FiC HNAICS
111111112222 4520 111111

123456780 4730 123454
002266575 1111 993333
002266575 1111 900000
002266575 1111 993333

Q0RA00A000005 7021 111111
FRR9000300099 1140 334166
Q0RA000000000 1234 111111
FR99000335099 1234 111111
1111111111111 5306 111111
FR99000335099 1234 111111
111111111111 2493 5464201
002266575 1111 adda6a
123456780 4210 123454

local printer. To return to the Senior Contractor Representative Main Menu, click Return to the Main Menu button.

View Contractor Reps: This option allows the Senior Contractor Representative to view a list of Contractor
Representatives authorized access to CPARs with the Senior Contractor Representative’s CAGE Codes. Click
View Contractor Reps from the Senior Contractor Representative Main Menu and the View Contractor Reps

screen displays. Select the desired option(s) and click View. A list of contractor reps with User Name, User ID and
Last Logon Date displays. To return to the Senior Contractor Representative Main Menu, click Return to the Main

Menu button.

Contractor Keps:

VUSER HANE
AFCPARZ

USER I
AFCPAT,

ﬂctm o it Wain I\'Il:n|1|

CPARS Practice - View Contractor Be
Wi |

LASTLOGOK DATE
042372003
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To-Do List: This option is a fast and efficient means for the Senior Contractor Representative to monitor and check
the status of pertinent CPARs in the system. Click To-Do List button from the Senior Contractor Representative
Menu. A To-Do List Parameters screen displays.

CPARS

To-Do List Parameters

= Include All

. Limit by Contract Number: I

" Limit hy User: (Select from List) j
" Limithy CAGE Code: (Selectfrom List) =]

Sorthy : (1)| Contract Nurnber = |
(2 (Maone) j
(3| (MNone) =

. Shover To-Dio List
. Feturm to the Ivlain Ilenn

To build a list of all CPARS that have been registered or initiated and are within the Senior Contractor
Representative’s area of responsibility, the Senior Contractor Representative selects Include All. Select Limit by
Contract Number and enter a contract number to limit the list to CPARs for a specific contract. The Senior
Contractor Representative can also limit the To-Do List to a specific role or user by making the appropriate
selections. Select the desired parameter(s) and the sort option (if required). Click Show To-Do List button. A list
of the Senior Contractor Representative’s selected CPARs will display.

CPARS Practice - To-Do List

CONTRACT HUMEBER CAGE CODE FERIOD OF FERFORMANCE ACTION REQUIRED ASSIGHED DVE DATE USER
M451120040017 0001 CFARS OE2772003 020152004 Input Corareents (Started) 02102/2004 020172004 BETL TESTEE 4
M451120040017 0001 CPARS 022772005 020152004 Input Corareents (Started) 080272004 02101722004 BILLY BOR

turn to the To-Dio List Parameters
turn to the Tvlain Iienn
This report displays Contract Number, CAGE Code, Period of Performance, Action Required, Assigned, Due Date
and User.

User Name — Allows the Senior Contractor Representative to view the user profile. Click User Name to see the
user profile. Click Close button to return to previous screen.

Return to the To-Do-List Parameters button allows the Senior Contractor Representative to generate additional
reports. Return to the Main Menu returns to the Senior Contractor Representative Main Menu.
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CPAR Status Report: This option allows the Senior Contractor Representative to track the progress of CPARs. It
will provide CPAR statistics (counts) or CPAR life cycle status reports (list of CPARs). (See CPAR Report
Section.)

Contract Status Report: This option allows the Senior Contractor Representative to build custom reports to help
monitor CPAR status by contract number using various search options. (See CPAR Report Section.)

Ratings Metrics Report: This option allows the Senior Contractor Representative to monitor completed CPAR
ratings metrics provided by the CPAR system. (See CPAR Report Section.)

Change User Profile: This option allows the user to Change User Information and to Change Login Password
(required every 90 days). To change user information, click Change User Profile button from the Senior
Contractor Representative Main Menu. The User Profile Menu will display.

CPARS

User Profile Benu

. hiange User Indormation
. hiange Login Password

Click Change User Information button and the User Information Screen displays.

CPARS

User Information

(felds identified with ®  aye requived)
* User Name: |uF BETA TESTER 7

= Erail Sddress: |marceauej@navsea.naw.miI
* Aetrty Nae: [ ay/SEA TESTING
* Street Address: |4 53 WATERGATE
= (ity, State, Zip: ISEASIDEMA
= Corercial Phone # [111-301-8532
FAX # |
DSH Phane #|

. Rave Taer Information
. Feturn to the User Profile Ivlenn
. Feturn to the hlam Mlenn

Review the user information for accuracy. After the necessary modifications are entered, click Save User
Information button and a confirmation pop-up screen displays. Click OK button.

Return to the User Profile Menu button allows the Senior Contractor Representative to continue other change
profile options. Return to the Main Menu button returns to the Senior Contractor Representative Main Menu.
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To change the Senior Contractor Representative login password, click Change User Profile button from the
Senior Contractor Representative Main Menu and the User Profile Menu displays. Click Change Login Password
button and the Change Login Password Screen displays.

CPARS Practice

Change Login Password &

Crrent Passwu:nrd:l
Mewr Pagsurord: I
Confirm MNewr Passuﬂ:urd:l

. Fave Pasaword

. Feturn to the User Profile Ivlenn
. Feturm to the Iain Ilenn

Enter Current Password in the Current Password: box. Enter New Password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 8 — 15 characters consisting
of letters and numbers. Re-enter the new password in the Confirm New Password: box.

NOTE: Last Changed: represents the last time the password was modified. Remember the password must be
modified every 90 days. The Password cannot be altered within 7 days of creation. Click Save Password button
and the confirmation pop-up screen will display. Click OK button.

Return to the User Profile Menu button allows the Senior Contractor Representative to continue other change
profile options. Return to the Main Menu button returns to the Senior Contractor Representative Main Menu.

User Feedback: This option allows system users to provide problem, enhancement and/or policy comments for the
CPAR system. (See CPAR Report Section.)
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CPAR REPORTS

The CPAR System provides a variety of reports (CPAR Status Report, CPAR Contract Status Report, Ratings
Metrics Report, Processing Times Report and a User Feedback option) depending on user authorization. Report
parameters/options will vary depending on the level of user authorization.

CPAR STATUS REPORTS

The Assessing Official Rep, Assessing Official, Defense Contractor Rep and the Reviewing Official CPAR
Status Report screens are displayed in the following examples. Anomalies in the various authorization
level parameters/options are described when necessary.

The CPAR Status Report allows the user to track the progress of CPARs. It will provide CPAR statistics (counts) or
CPAR life cycle status reports (list of CPARs). To generate a CPAR statistical report, click CPAR Status Report
button from the user's Main Menu. A CPARS Status Report Parameters menu will display.

CPARS - CPAR Status Parameters

Data Options Report Options
* Include AL * Counis
Group By: v aq
" Limit Data (options dicpliy whan ealactad) ' Comiract Activity

" List of CPARS (options displiy whin selected)

A CPAR statistical report is generated by selecting Counts located under Report Options. Counts may be
grouped by All or Contract Activity. NOTE: Focal Point group options include All, Contract Activity and APM,;
Command POC/CMB Member group options include All, Contract Activity, APM and Focal Point; Senior
Command Official group options include All, Contract Activity and Focal Point; Senior Contractor
Representative group options include All, Contract Activity, APM and CAGE Code. Allis the default. This report
may be further qualified by selecting Limit Data under Data Options. Include All is the default. Include All will
provide a count of all the user’s pertinent CPARs.
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CPARS - CPAR Sitatus Parameters

Data Options

" Include ALl

' Limit Daia
Status: [ Begictired

[T mitised
[T Dratea
[T Raed
[T Reviewed
[T Findized
M complaed

Form Type: [ gervices T 0ps
[T ship Repain/Ouverhanl
I_ Spctetme

CPAR Phase: [ muia
[T Benmedise
[T Fima
M sddedon
[T o of Cyele

Coniract Activity DODAAC:I

Report Options
% Counis
Group By: &+ aqp
' Coniract Activity

Coniract Numher:l

. Fun Beport

. [Feturn to the Ilaim Ienu

" List of CPARS (options displey when selectd)

Select Limit Data parameters by clicking the box next to the desired parameter. A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific DODAAC in the box provided. The

report can also be run for a specific contract by entering the contract number in the Contract Number box. NOTE:

Focal Point report may be run by Contract Activity DODAAC, Contract Number and APM; Command POC/CMB
Member report may be run by Contract Activity DODAAC, Contract Number, APM and Focal Point: Senior
Command Official report may be run by Contract Activity DODDAC, Contract Number and APM; Senior

Contractor Representative report may be run by Contract Activity DODDAC, Contract Number and CAGE Code.

Click Run Report button to generate the report.
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A CPAR Statistical Status Report displays providing counts and percentages based on the data parameters
selected.

CPAR Status Report - 08/242004

DATA: ALL; GROUPED BY: All

Al Registered Initiated Drafted Raied Reviewed Finalized Compleied Totals

Conits 1] 1] 0 1 1] 1] 1 2
0% 0% 0% 50% 0% 0% 50%,

TOTALS: ] 0 0 1 0 0 1 2
0% 0% 0% 50% 0% 0% 50%

* STATUS

Registered:The Contract is registered, Mo CPARs have been initiated.
Initiated:CPAR. ivdtiated; waiting for &ssessing Official Rep to send to Assessing Official
Drafted:CP AR initiated, waiting for Assessing Official signature.

Rated:5igned by Assessing Official; waiting for Contractor corenents.
Reviewed:5igred byr Contractor, waiting for &ssessing Official to finalize.
Finalized:Fatings finalized; waiting for Fesdiewing Official comaanents.

Completed:The CPAR. has been completed.

un Another CPAR. Status Report

turn to the Ivlain Ivenm

To generate a new CPAR Statistical Status Report, click Run Another CPAR Status Report button. Return to
the Main Menu button returns to the user access level Main Menu.
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To generate a CPAR Life Cycle Status Report (List of CPARs), click CPAR Status Report button from the user access level

Main Menu. A CPARS Status Parameters menu will display.

CPARS - CPAR Status Parameters

Data Options

¥ Include All

" Limit Data (sptions dieplay whan selectad)

Report Options
* Counts
Group By: v 471
" Coniract Activity

{7 List of CPARS roptiovs display whun selected)
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A Life Cycle CPAR Status Report is generated by selecting List of CPARS radio button under Report Options. A list of

Data Columns to Include: displays.

* Include AN

CPARS Practice - CPAR Status Parameters

Data Options

" Limit Data qoptions displye whum selected)

. Fun Beport

[Feturn to the hlain Lienu

Report Options

{7 Counts (options displyy when selected)

¥ Listof CPARS

Data Columns to Include:

[T CPAR Phase [ stamc

[T Foon Type T s

[T sorrd wabne I cumet wane
I_ Focal Poirt I_ Copriparry Harhe
[T casE code ™ pums

[T Doue Date [T Modified Date

I_ Azescor Cffice

|_ Cordractor Tnie Date

I_ Mesecsor Date
[T coar closed Dae

Sort By: (1) ontract Mumber |
X (Mone) =
3N (Mone) [

Click the desired column name box. A check will display in the box next to the desired column. The CPAR report

may be sorted by three sort options. Select the desired option from the three Sort By: drop down boxes. (The

default columns are [Remarks], Viewed, Contract Number and Period of Performance.)

NOTE: Default columns for reports for Command POC/CMB Member, Senior Command Official, and Senior

Contractor Representative do not include the [Remarks] column.

To include all the user’s pertinent CPARSs, select Include All radio button under Data Options. This report may be
further qualified by selecting Limit Data under Data Options. Include All is the default.
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Select Limit Data parameters by clicking the box next to the desired parameter. A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific DODAAC in the box provided. The

report can also be run for a specific contract by entering the contract number in the Contract Number box. NOTE:
Focal Point report may be run by Contract Activity DODAAC, Contract Number and APM; Command POC/CMB
Member report may be run by Contract Activity DODAAC, Contract Number, APM and Focal Point; Senior
Command Official report may be run by Contract Activity DODDAC, Contract Number and APM; Senior
Contractor Representative report may be run by Contract Activity DODDAC, Contract Number and CAGE Code.
Click Run Report button to generate the report.

CPARS Praciice - CPAR Status Parameters

Data Options

Report Options

" Include A1l 7 Counts roptiors displiy whin selected)
¥ Limit Data
Status: [T Regictared
[T Butiged * Listof CPARS
[T Drated Data Columns to Include:
¥ Rated [T crak Phase |
¥ Reioma [T Fomn Type T s
[T Findimd ™ sorard vabe I et vabe
M Compleed ¥ Focal Poire M compay Hane
Form Type: [ servicesaTrops [T casE cod ™ puws
[T ship Repair/Overba ¥ Tne Date [T Modified Dae

I_ Spcterme I_ Begeseor Office I_ Dececsor Date
CPAR Phase: [ puin [T comrtorDueDate [ CPAR Cloced Date

[T Btermediae

I Fina Sort By: (L) Statys |

M g @) (Mane) -

I ot of Cycle @) (Mone) =

Contract Activity DODAAC:I

Coniract Nu.m]ler:l

. Fun Beport

[Feturn to the Ivlam Benu

A CPAR Life Cycle Status Report displays. The CPAR Status Report shown on the following page contains the
data columns/qualifiers as selected on the CPAR Status Parameter screen displayed above.
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CPAR Status Report - 08/30,2004

DATA: STATUS: Rated; Reviewed; SORTED BY: Status;

Period of Performance
Viewed Contract Number Being Assessed  Current Status *Focal Point Due Date
Bemarks 451120040017 0001 0%/2752003 - 020172004 Fated BETA TESTER 71172972004
Bernarks H4511204040402 010172004 - 0773172004 Bated BETA TESTER 71172872004
Bermarks 451120123000 0170172001 - 1203172001 Beviewed BETA TESTER 70453052002
[Berarks] IRESIN Ry 1172572002 - 06252003 Bevigwred BETA TESTER T 1002352003
Bernarks H45112003001 95 1210172002 - 1173002003 Bevigwred BETA TESTER 703/729/2004
Couni: 5
X- indicates the record has been selected for viewing
* STATUS
BRegistered:The Contract is registered, Mo CPARs have been initiated.
Initiated:=CFAR. iratiated; waiting for Assessing Official Fep to send to Lssessing Official.
Drafied:CPAE. initiated; weaiting for Assessing Official signature,
Rated:Sizned by Lssessing Official, waiting for Contractor corarnents.
Reviewed:Signed by Clontractor; waiting for Assessing Official to finalize.
Finalized:Batings finalized; waiting for Reviewing Official comments.
Completed:The CPLE has been completed.
un Another CPAR Status Report

turn to the Iviain hlenn

[Remarks] — Allows the access level to enter or view remarks pertaining to the selected CPAR. Click [Remarks] to
enter or view remarks and a CPAR Status Report Remarks pop-up screen displays. Enter remarks in New
Remarks: box. Click Save button to save the new remarks. Click Close button to return to previous screen
without saving new remarks. (Remarks option available only for Focal Point, Assessing Official Rep,
Assessing Official and Reviewing Official.)

CPARS - Status Report Remarks

Coniract: FEA1410141209 Period of Performance: 02/0152001 - 0173102002
New Remarks:

Save | Close |

From Remarks Received
AF CPARS | This is test tora. 0201 172003 09:55
AF CPARZ | This is test one. |02/10/2003 02:17
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Contract Number — Allows the CPAR to be viewed. Click the Contract Number and the CPAR will display in
HTML format. Click View CPAR as PDF button to view CPAR in Adobe Acrobat Reader. If the CPAR has been
modified, the pop-up screen contains a View Original CPAR button. Click View Original CPAR button to view the
original CPAR. Click Close button to return to the Status report. A green x will now display (for the duration of this
report) in the Viewed column next to the contract number viewed. NOTE: Contract Number if selected may display
in purple.

Focal Point — Allows the access level to view the user profile. Click Focal Point Name to see the user profile.
Click Close button to return to Status report.

To generate a new CPAR Life Cycle Status Report, click Run Another CPAR Status Report button and select
new parameters from the parameter screen. Return to the Main Menu button returns to the user access level
Main Menu.
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CONTRACT STATUS REPORTS

The Assessing Official Rep, Assessing Official, Defense Contractor Rep and the Reviewing Official CPAR
Contract Status Report screens are displayed in the following examples. Anomalies in the various
authorization level parameters/options are described when necessary.

The Contract Status Report is designed to track the status of contracts. This report will show whether a CPAR is current, due,
overdue, final, or undetermined for all contracts the user has in CPARS. It can be run to provide statistics (counts) or as a life
cycle status report (list of CPARs).

To generate a CPAR Contract Statistical report, click Contract Status Report button from the user access level
Main Menu. A Contract Status Parameters menu will display.

CPARS - Contract Status Parameters

Data Options Report Options
& Include AN ' Counts
Group By: & 4q1
" Limit Data (optione displey whun celected) " Comiract Activity

" List of Conitracts (options displey whan ealocted)

A CPAR Contract statistical report is generated by selecting Counts located under Report Options. Counts may
be grouped by All or Contract Activity. NOTE: Focal Point group options include All, Contract Activity, APM,;
Command POC/CMB Member group options include All, Contract Activity, APM, and Focal Point; Senior
Command Official group options include All, Contract Activity and Focal Point; Senior Contractor
Representative group options include All, Contract Activity, APM, and CAGE Code. Allis the default. This report
may be further qualified by selecting Limit Data under Data Options. Include All is the default. Include All will
provide a count of all the user’s pertinent CPARs.
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CPARS - Contract Status Parameters

Data Options Report Options
" Include Al ' Counis
Group By: &+ 4
% Limit Data ' Coniract Activity
Form Type: [T servicesAT/0ps
[T Ship Repair/Crerbunal " List of Coniracts joptions display whin celected)
|_ Spcterne
Status: [ cure
I
™ overdue
[T Fma
Contract Activity DODAJ’«LC:I
Coniract Numher:l
. Faum Beport
. Return to the Tlain Blenu

Select Limit Data parameters by clicking the box next to the desired parameter. A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific DODAAC in the box provided. The
report can also be run for a specific contract by entering the contract number in the Contract Number box. NOTE:
Focal Point report may be run by Contract Activity DODAAC, Contract Number and APM; Command POC/CMB
Member report may be run by Contract Activity DODAAC, Contract Number, APM, and Focal Point; Senior
Command Official report may be run by Contract Activity DODAAC, Contract Number and APM; Senior
Contractor Representative report may be run by Contract Activity DODAAC, Contract Number and CAGE Code.

Click Run Report button to generate the report.
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A CPAR Contract Statistical Status Report displays providing counts and percentages based on the data options
selected.

Contract Status Report - 08242004

DATA: ALL; GROUPED BY: All

Al Current Due Overdue Final Undetermined Totals
Counts 0 1 0 0 I} 1
0% 1005, 0% 0% [
TOTALS: ] 1 ] 0 ] 1
0% 100% 0 0% 0%
* STATUS

Current: &1 recpuived CP&Rs for this contract have been corapleted or are niot wet due.
Due:The latest CPAR. for this contract should be in progress at this time.
Owerdue:The latest CPAR for this contract has not been coropleted withan the 120 day period.
Final:The Firal CPAR. for this contract has been cormpleted, no further CPARs are due.

un Another Contract Status Report
turm to the Liain Ilenn

To generate a new CPAR Contract Statistical Status Report, click Run Another CPAR Contract Status Report
button. Return to the Main Menu button returns to the user access level Main Menu.
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To generate a CPAR Contract Status Life Cycle Report, click Contract Status Report button from the user access
Main Menu. A CPAR Contract Status Parameters menu will display.

CPARS - Contract Status Parameters

Data Options Report Options
& Include AL ' Counis
Group By: & 4q1
" Limdt Data (optione displey whn selected) " Comiract Activity

" List of Coniracts joptions disploy whn selected)

A Life Cycle CPAR Contract Status Report is generated by selecting List of CPARS radio button under Report
Options. A list of Data Columns to Include: displays.

CPARS Praciice - Coniract Staitus Parameters

Data Options Report Options
¥ Include All " Counts (options display when selected)

" Limit Data (options dieplay when selscted)

¥ List of Coniraris

Data Columns o Include:
[™ irard Diate [T Completion Date
™ Foom Type [ Bfective Date
[ somard ahoe ™ curres vahe
™ Focal Poiee [T aem
[T zasE cot [~ puws
[T Luct CPAR Dates [T Compary Hane
Sort By: (1)) Cantract Numberj
@) (Mone) j
@) (Mone) d|

[Fun Beport

[Fetwmn to the Wlain Ienu
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Click the desired column name box. A check will display in the box next to the desired column. The CPAR report
may be sorted by three sort options. Select the desired option from the three Sort By: drop down boxes. (The
default columns are [Remarks], Viewed, Contract Number and Period of Performance.) NOTE: Default columns for
reports for Command POC/CMB Member, Senior Command Official, and Senior Contractor Representative
do not include the [Remarks] columns.

To include all the user’s pertinent CPARSs, select Include All radio button under Data Options. Include All is the
default. This report may be further qualified by selecting Limit Data under Data Options.

CPARS Practice - Contract Status Parameters

Data Options Report {ptions
" Include ALl ™ Counis (optinns display when selected)
* Limit Data
Form Type: [~ survicesToops
¥ ship Repair/trvetion ¥ List of Contracts
I Systems Data Columns to Include:

Status: ¥ pres [T sorard Date [T Completion Date
¥ e [ Fomn Type [T Bfective Date
™ verdne ™ sorard Wane I cume Ve
¥ Fina ¥ Foca Pome ™ arm

Contract Activity DODAAC:I [T CAGE Code I puws
Cnntthumher:l [T Last CDAR Dates [T Compay Hame
Sort By: (1) Contract Numherj
@) (Mone) j
)| (Mone) |

Select Limit Data parameters by clicking the box next to the desired parameter. A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific DODAAC in the box provided. The
report can also be run for a specific contract by entering the contract number in the Contract Number box. NOTE:
Focal Point report may be run by Contract Activity DODAAC, Contract Number and APM; Command POC/CMB
Member report may be run by Contract Activity DODAAC, Contract Number, APM, and Focal Point; Senior
Command Official report may be run by Contract Activity DODAAC, Contract Number and APM; Senior
Contractor Representative report may be run by Contract Activity DODAAC, Contract Number and CAGE Code.
Click Run Report button to generate the report. The Contract Status Report example shown on the following page
depicts the data columns/qualifiers as selected on the above Contract Status Parameter screen.
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Contract Status Report - 08302004

DATA: STATUS: Current; Due; Final; FORM TYPE: Ship Repair/Overhaul; SORTED BY: Contract Number;

Viewed Coniract Mumber Status  Due Date Focal Point
M451120000000 Due 11242004 BET & TESTEE. 7
M4511201000100 Charrent 020652005 BETS TESTEER ¥
M4511203C5000 Final - BETS TESTEER. ¥

Count: 3

x- indicates the record has been selected for viewing
* STATUS
Current: &1 required CP&Rs for this contract have been completed or are niot wet due.
Due:The latest CPAR. for this contract should be in progress at this tiree.
Cherdue:The latest CPAR. for this contract has not been cormpleted within the 120 day period.
Final:The Final CPAR for this contract has been corpleted, no frther CPARS are due.

un Another Contract Status Feport

tum to the Iviain Iienn

Contract Number - Allows the CPAR to be viewed. Click the Contract Number and a pop-up window will display
containing a list of CPARs for that contract. Click desired CPAR and the CPAR will display in HTML format. Click
View CPAR as PDF button to view the CPAR in Adobe Acrobat Reader. If the CPAR has been modified, the pop-
up screen contains a View Original CPAR button. Click View Original CPAR button to view the original CPAR.
Click Close button to return to the contract status report. A green x will now display (for the duration of this report)
in the Viewed column next to the contract number viewed. NOTE: Contract Number if selected may display in

purple.

Focal Point — Allows the access level to view the user profile. Click Focal Point Name to see the user profile.
Click Close button to return to contract status report.

To generate a new Life Cycle CPAR Contract Status Report, click Run Another CPAR Contract Status Report
button and select new parameters from the parameter screen. Return to the Main Menu button returns to the user
access level Main Menu.
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RATINGS METRICS REPORT

The Ratings Metrics Report allows the Focal Points, Command POC/CMB Members, Senior Command
Officials, and Senior Contractor Representatives to monitor completed CPAR ratings metrics for all business
sectors.

To generate a Ratings Metrics Report, click Ratings Metrics Report button from the authorized user’s

Main Menu. A CPARS Ratings Metrics Parameters screen will display. Select the desired available options.
NOTE: Focal Points and Senior Command Officials may group report by APM; Command POC/CMB Member
may group report by APM and Focal Point; Senior Contractor Rep may group report by CAGE Code. Click Run
Report button.

CPARS

Ratings Metrics Parameters

* Include All Dates
" Period of Performance Date Range:

me:l {rorddisrryy)
Tu:l

APME| AL =l

The Metrics Report will display. (Example does not show entire report.)

CPAR Ratings Metrics Eeport - 08/23/2004

Data: Period of Performance: ALL; APM: ALL;

A0 Recommendation Systeras|Ship FepaitCrerhaul Services|Information TechnnlnzyOperatinns r'['u:uta]]I
Drefinitely Would ] 3 al i g 2=
Probably Would 2 1 14 g 4| 29
Tvlight or Ivlight Mot 2 1 5 2 o 10
Probably Would Mot 1 0 1 0 1 3
Drefinitely Would Mot ] | ] 3 1 2
Technical (Quality of Product)  |Systers|Ship RepairiCrerhanl Total
Ezceptional{Dark Blue) 5 1 &
Very Good{Purple) 1 2 9
Satisfactory Green) 1 1 2
Tvlarginal{ Yellow) 1 0 1
UnsatisfactoryRed) 1 0 1

To generate a new Ratings Metrics report, click Run Another Ratings Metrics Report button. Return to the
Main Menu button returns to the authorized user’s Main Menu.
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PROCESSING TIMES REPORT

The Processing Times Report allows Focal Points, Command POC/CMB Members and Senior Command
Officials to view a years worth of data pertaining to CPAR processing times.

To generate a Processing Times Report, click the Processing Times Report button on the user's Main Menu. The

Processing Times Report displays.

CPARSs Processing Times Report - 08/24/2004

Average Processing Times (Days)
Month | Number |== 120)= 120 | Total |Rate | Contractor | Finalize | Review
of CPARs | Days | Days Commenis

2003-Lug 2 1 1| 1| 157 7 14 0
2003-Sep 4 1] 41 20121995 ] 13 1
2003-Dict 2 1] 20 324| 420 38 aE 0
2003-Ho 2 1] 2| 62| 444 7 Al 43
2003-Diec 1 1 1] 10 3 1 ] 2
2004-Tan 1] 1] 1] 1] 1] 1] 1] 0
2004-Feh 2 1] 20 Tal| 90 38 134 0
2004-Tylar 1] 1] 1] 1] 1] 1] 0
20042 pr 1] 1] 1] 1] 1] 1] 0
2004-Tvlay 3 1 2| 433| 3E0 10 A 1
2004-Jun 4 1 3| 3la| 222 1% 19 ™
2004-Tul 1 1 o B3| 13 a0 5 19

Zelect | Contract Activity | and click on a ronth shave 1o see finrther details below.

I:IRetu.m to the Ilain Ivenu

The month displayed in blue contains additional CPAR information. Click the desired month to view a more

detailed report. To further qualify the month, the authorized user may select Contract Activity, APM or Focal Point
from the Select drop-down box and the specific Average Processing Times matrix displays. (Contract Activity is the

default.)
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Monih: 2004-Jul
Average Processing Times (Days)
Coniract Activity Number ==120 = 120 Total Rate Coniractor Finalize Review
of CPARs Days Days Comments
H45112 1 1 o 8 13 el 5 19
Click ona Contract Lettvity above to see farther details helowr,

ijetum to the Bain I'-.-'Iem\"

To view the specific contract number, click Contract Number and the specific contract Processing Times matrix will
display.

Monih: 2004-Jul Contract Activity: N45112
Processing Times (Days)
Coniract Number Period of Performance Focal Point APM Total Rate Coniractor Finalize Beview
Commenis
FAS112001C7000 10001 2003-041 472004 | BET& TESTER. 7T (CPARTY AIR-A0 2313 a0 5 19

I_IRetu.m to the Ilain I'-.-'Ienu”

Return to the Main Menu button returns to the user’s Main Menu.
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User Feedback (All Levels)

The User Feedback option allows CPAR users to provide problem, enhancement and/or policy comments to the
CPAR system. To comment, click User Feedback from the user's Main Menu and a System Feedback screen will
display.

CPARS Practice

Ssystem Feedhack

Type of Request: | Sa)art j
Reguested Priotity: | 2a|act j
Short Description:

Description: :I

- Subinit Feedbark

- Feturn to the Ilain Idenn

Select the type of request from the Type of Request drop-down box. Select the priority of the request from the
Requested Priority drop-down box. Enter a brief description in the Short Description box and a complete
description of a problem, enhancement and/or CPAR policy concern in the Description box. Click Submit
Feedback button. Click OK when the Feedback Submitted confirmation message displays. To return to the user’s
Main Menu, click Return to the Main Menu button.
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USING CPARS EFFICIENTLY

? — Denotes Application Help available for designated fields

Red Asterisk * designates mandatory fields

Look up buttons available for FSC and NAICS Code

Search capability available for CAGE Codes

Calendar provided at date fields to ensure correct date format

Drop-down boxes provided for quick data entry

To-Do List provided for easy CPAR management

Running character count for each narrative field located at bottom left of screen
Cumulative character count for all narrative fields located above narrative boxes

Running Elapsed Time Clock to prevent unintentional screen timeouts/loss of data
located at bottom left of screen

Red Bar =i located under Evaluation Categories rated in CPAR to show data
entered in narrative field

Focal Point ability to reset user passwords and update user profiles
User Profile Toggle switch provided for authorized multi-task assignments

CPAR Status Reports and Contract Status Reports available to monitor CPAR
process

Ratings Metrics Report available for CPAR ratings trends

Processing Times Report available for CPAR processing time trends
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